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IN THE UNITED STATES PATENT AND TRADEMARK OFFICE 

In re Application of: 



For: Method of Distance Learning 

DECLARATION OF ANNA KALISIAK-WARD UNDER 37 CFR 1,131 

Commissioner for Patents 
P.O. Box 1450 
Alexandria, VA 22313-1450 

Dear Sir: 

PURPOSE OF DECLARATION 

1 . This Declaration establishes conception of the invention claimed in the 
above-identified application ("present application") before August 26, 1999, which is 
prior to the effective date of the U.S. Patents 6,311,041 ("Goodyear"), and 6,381,444 
("Aggarwal et al."), and U.S. Patent Application Publications 2002/0187462 
("Mariappan"), and 2003/0180700 ("Barry et al."). 

2. This Declaration establishes due diligence from at least the earliest 
effective date of any of these references (February 29, 2000) to the date of actual 
reduction to practice prior to September 10, 2001. The references above were cited by 
the Examiner in a Final Office Action mailed on August 03, 2010 (the "Office Action"). 
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Application No. 10/525,265 
Declaration Under 37 CFR 1.131 

3. This Declaration establishes that the sole inventor, Jerzy Kalisiak, worked 
to invent the subject matter described and claimed in the present application, and that 
the invention was conceived before August 26, 1999, and reduced to practice before 
September 10, 2001. 

PERSON MAKING THE DECLARATION 

4. The person making this declaration is Anna Kalisiak-Ward . who is the 
owner of the subject matter disclosed in the present application and identified as such in 
the Assignment that was recorded with the application on June 26, 2008, at reel / frame 
numbers 021153/06887. 

5. Jerzy Kalisiak, the sole inventor of the subject matter described and 
claimed in the present application, is now deceased. 

FACTS AND DOCUMENTARY EVIDENCE 

6. Attached as Exhibit A is a document entitled "Wprowadzenie ksztaicenia w 
Wyzszej Szkole Zarzqdzania" with accompanying English translation, which describes 
features of an e-learning system invented by Jerzy Kalisiak. Exhibit A, at pages 1 , 4-6, 
and 7-9 of the English translation, discloses test work results on-line support, on-line 
exam registration, on-line exam results support, and on-line consultations. The 
document includes metadata that identifies that it was last modified on August 26, 1999 
and is being submitted as evidence that existed prior to August 26, 1999, which was 
created by the inventor that shows conception of the subject matter disclosed and 
claimed in the present application. 

7. Attached as Exhibit B is a document entitled "Bulletin of the Polish Open 
University (POU) no. 3/2001," which was published on September 10, 2001. The 
Bulletin no. 3/2001 , at pages 5-6, discloses that the testing of the system of electronic 
consultations and the availability of the service on October 01, 2001 to all students. The 
document is being submitted as evidence that existed prior to September 10, 2001 and 
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shows the reduction to practice of the subject matter disclosed and claimed in the 
present application. 

8. Attached as Exhibit C is a document entitled "E-Learning warsztaty" with 
accompanying English translation, and an internal email dated October 21, 2001 from 
the inventor's organization that shows the "E-Learning warsztaty" document attached. 
The document is being submitted as evidence that existed prior to October 21 , 2001 
and shows conception of the subject matter disclosed and claimed in the present 
application. 

9. Attached as Exhibit D is a document entitled "Studia zaoczne w trybie 
e -learning. Poradnik dla studentow studiow licencjackich ('Guidebook for bachelor 
students')" with an accompanying English translation. The document is being submitted 
as evidence that existed prior to December 12, 2001 and shows conception and 
reduction to practice of the subject matter disclosed and claimed in the present 
application. The subject matter described in the document was created by Jerzy 
Kalisiak and forwarded to the PRET SA company to publish a user guide and demo for 
the E-Learning system which was previously implemented at POU, as noted by Exhibit 
B. The PRET SA company confirmed receipt of original Polish version of Exhibit D on 
December 12, 2001, and subsequently produced a presentation on CD-ROM that 
demonstrated the invention, as claimed. 

10. Exhibit D, at pages 2-3 and 7-9 of the English translation, discloses that 
under the general rules of studying using the flexible system, as claimed, a student is 
able to receive electronic consultations, on-line workshops, downloadable test works, 
and review sessions before each examination. Exhibit D, at page 12 of the English 
translation, discloses that when a student that logs into the session after the session 
has begun is directed to a waiting room, as claimed. The document shows that Jerzy 
Kalisiak conceived of and reduced to practice the subject matter disclosed and claimed 
in the present application prior to December 12, 2001. 
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DECLARATION 

12. I, Anna Kalisiak-Ward , hereby declare that I am the Assignee and owner 
of all rights and interests in the subject matter disclosed and claimed in the United 
States Patent Application having serial number 10/525,265. 

13. Jerzy Kalisiak conceived the invention prior to August 26, 1999, evidenced 
by the documents of Exhibit A. 

14. Jerzy Kalisiak reduced the invention to practice prior to September 10, 
2001, by building and testing the invention at the Polish Open University, and verifying 
that the invention worked as intended using information evidenced by the documents of 
Exhibit B. The documents of Exhibits C and D provide further evidence of conception 
and reduction to practice prior to at least the fall of 2001 . The documents are true and 
correct copies of the originals. 

15. From the date of conception of at least February 29, 2000 (the priority date of the 
earliest reference we are swearing behind) to the date of reduction to practice of at least 
September 10, 2001 , the inventor, Jerzy Kalisiak, and others at the Polish Open 
University worked diligently to test and operationalize the invention in the fall of 2001 . 
This diligence is corroborated by the Declaration of Zuzanna Kalisiak, who is an 
authorized representative for the Polish Open University with knowledge of the subject 
matter disclosed in the present application 

16. The system as deployed in the fall of 2001 and disclosed in Bulletin no. 
3/2001 (Exhibit B) included all the features as claimed in the present application. 
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17. As a person signing below: 

I hereby declare that all statements made herein are of my own knowledge and 
are true and that all statements made on information and belief are believed to be true, 
and further that these statements are made with the knowledge that willful false 
statements and the like so made are punishable by fine or imprisonment, or both, under 
Section 1001 of Title 18 of the Unites States code, and that such willful statements may 
jeopardize the validity of the application or any patent issued therefrom. 





Date 
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Sworn Translator of English Izabela &nigurska 
Gorczewska 200A/3 1, 01-460 Warszawa, Poland 
e-mail: iza,kozie*%wp.pl , teL +48 69S 042 946 
No. TP/ 1852/06 



CERTIFI ED TR ANSLA TION F ROM P OLISH 



I, the undersigned, Izabela Snigurska, sworn translator of English, 
hereby certify that the attached translation is consistent with the 
Polish version of the presentation. 




Both documents are attached. 



Repertory No. 760/2010 
DATE 5 November 2010 
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Schemat ksztaJcenia 

w Wyzszej Szkole Zarzqdzania 



Ksztaicenie w WSZ mozna przedstawic w nastepujgcy 
sposob: 

~ Dyplom ukonczenia 1 stopnia 



Picrwszy stopiert studios 



Orugi sfopieri studifiw 
Trzeci stopicn stndiow 

Stadia MBA L ~ 



•1*1 



Moduf 



-* Dyplom ukoriczenia 2 stopnia 

* Dyplom BBA 
~^ Dyplom MBA 
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4 » j Schemat ksztaicenia 

— J w Wyzszej Szkole Zarzadzania 

I Studiowanie 
j kazdego modutu 
w WSZ mozna 
przedstawic 
w nastepujacy 
sposob: 
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Zapis na egzamin 



Tutaj wstaw tytui 




F ianna Owsianko 



2010-11 



mmm 

m m 

& En 



s 



Rejestracja - wspomaganie 



j on i off-line 



Student zapisuje si§ na modut: 

* wybiera modut i grup§ - informacja o modirtach 

i dost?pnych grupach na stronie WWW 
« pobiera materiafy - cz^Sc lub catosd material6w 
dydaktycznych, student dostaje w postaci interaktywnej 
dyskietki CD ROM Qednsi z opcji na CD ROMie jest link do 
naszej %irmy WWW). 
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/i-a I Rejestracja - strona WWW 
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Prowadzsicy 
Email 

Konsultacje 
^Grupy 
;v > dyskusyjne 

Lista 
zapteanych 



-A 



/ 



Tutaj wstaw tytul 




Manna Owsianko 



2010 




Rejestracja - on-line 
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Dodatkowo student znajdzie na stronie WWW: 

• informacj? o prowadzqcym 
■ informacj? o konsultacjach 

* jego email 

- adresy grup dyskusyjnych. 
Uwaga: 

- W trybie ksztatcenia on-line trzeba b?dzie ograniczyc 
studentowi czas studiowania kazdego modutu, Wynika to z 
faktu, ze Szkda daje studentowi dost§p do swoich 
zasobow na czas studiowania danego modulu (w celach 
edukacyjnych). 



mwm 



j Sprawdzian - wspomaganie on-line 



Na stroote WWW mozna znalezc: 
■ temat sprawdzianu 
« termin oddania sprawdzianu. 

Rowniez na stroma WWW albo w bibliotece 
elektronicznej WSZ mozna znalezc: 

przyklady tematow sprawdzianow z lat poprzednich 
(cf, konsultacje) 

przykladowe rozwi^zanie sprawdzianow z lat poprzednich 
(cf. konsultacje). 
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Wyniki sprawdzianu 
- wspomaganie on-line 



Na stronie mozna znalezc tez ogolne uwagi dotycz^ce 
rozwiqzania sprawdzianow przez studentow (w ogole). 
Takie informacje ogolne o wynikach sprawdzianow i 
najcz^sciej popefnianych W^dach przygotowywane 
przez poszczegolne Instytuty. 

Student moze tez poprosic (email) prowadz^cego modut 
o doktadniejszy komentarz nt. jego sprawdzianu. W 
takim przypadku (rowniez email), dostaje od 
prowadz^cego informacje zawarte na karcie oceny 
studenta. 



^zE\ J Zapisy na egzamin « on-line 



Student zapisuje si? na egzamin; 

* wybiera termin i godzin? - informacja o dost^pnych 
terminach na Umnm WWW 

* mozna zastanowic si? na metodq zapisow on-line, 
pami^tajqc, ze: 

* student jest identyfikowany przez swoje hasto (jeslt ktos podszyt 
si? pod studenta i zapisat go bez jego wiedzy na egzamin, tzn. ze 
student powierzyj mu swoje hasto, przed czym zostat uprzedzony) 

« student ma prawo zrezygnowac z terminu lub zmienic termin 
egzaminu, wiec lista zapisGw na sitmm WWW musi bye 
dynamiczna 

» nalezy doprowadzic do tego, ze istnieje jedna wspofna lista 
zapis6w dla tych na-Hnii i na-nogach 

* lista taka musi bye cze£ciowo zablokowana, np. 3 dni przed ^ 
egzaminem (mozna si% zapisac, ale juz nie mozna zwolnic). 
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Wyniki egzaminu 

- wspomaganie on-line 



V 



Na stronit WWW mozna znalezc przykiadowe 
rozwi^zania egzaminow. 

Tak jak w przypadku sprawdzianow informacje ogolne o 
wynikach egzaminow i najcz^sciej popetnianych 
W?dach s^przygotowywane przez poszczegdlne 
Instytuty. 

Student moze tez poprosic (email) prowadz^cego modul 

0 doktadniejszy komentarz nt. kryteriow oceny 

1 doktadnej oceny kazdego zadania. 



\ Konsultacje - wspomaganie on-line 



Propoujemy: 

* email - kaidy student wysyia pytania bezposrednio do 

prowadzacego zaj^cia 
■ grupa dyskusyjna - dla kazdego modulu istnieje grupa 
dyskusyjna, majqca na celu wymian? informacji, pytari, 
rozwiazan nt. modutu przez studentow; 

* dostep do grupy majq tylko studenci zapisani na dany modul 

* poczynania grupy kontroluje prowadzacy zajecia 

* jego zadaniem jest odpowiedzfec na pytania student6w, ktore sa. 
rozsadne, ale ctfugo pozostajq. bez odpowiedzi 

« jego zadaniem jest rowniez „kierowa£" grupa^ podrzucac zadania, 
zacheca£ do polemiki, chwalic publicznie, naprowadzac na dobre 
rozwiazan ia ltd. 
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Jedynq; roznicq w porownaniu ze wspomaganiem on- 
line jest znaczenie, jakie przejmuj^ kontakty za pomocq. 
email i grup dyskusyjnych. 

„Konsultanci" musz^: 

■ udzielac odpowiedzi, jak najbardziej wyczerpujqcej, na 
wszystkie zadane pytania (BD najcz^stszych odpowiedzi) 

■ zadawac kolejne zadania, nakierowywac, dyskutowac, 
motywowac studentow (to nie moze bye kontakt 
bezposredni „pytanie studenta - odpowiedz 
prowadz^cego", rolq. prowadzqeego jest sprawid, ze 
kontakt ten ma form?: „pytanie studenta - odpowiedz 
prowadz^cego + nast?pne zadanie, propozyeja literatury, 
podkreslenie wagi twierdzenla czy definicji itd. 
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Konsultacje - on-line 



„Konsultanci" muszq zorganizowac sobie prac§: 

■ podzielic studentow 

■ w przypadku duzej liczby studentow wprowadzic posredni 
poziom konsultant-asystent, prowadzony np. przez 
studentow najstarszych poziomow - ich zadaniem bylaby 
seiekeja pytan, odpowiedzi na pytania banalne, prdba 
rozwiqzania problemow trudniejszych w porozumieniu 

z prowadzqeymi 

* wspolne tworzenie BD odpowiedzi dla danego modufu 

* wspolne tworzenie BD zadan dodatkowych dia danego 
modulu. 
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- 1 Biblioteka elektroniczna 




J Co mozna znalezc w bibliotece: 




I * listy adresow (zrodet) Internet 




; ■ DB na CD (na pofce lub Jukebox) 




j 8 dodatkowe materiaty (artykuly, case studies, przyMady) 




j « dodatkowe cwiczenia i zadania 




■ przyktady sprawdzianow i egzaminow z lat ubiegJych 




j z rozwi^zaniami {czq sciowo) 




■ wszystkie artykufy z biuletynu „Zarz^dzanie Zmianami" 




j * najlepsze prace (iicencjackie, magisterskie, inne) 


V| 


I studentow 

! « publikacje naszych wykladowcow. 



i 

I Wnioski - kolejnosc dziatan 



■ Stmm WWW - 1 etap wspomagania on-line. 

* Dodatkowe komputery dla studentow {informacje uzytkowe 
na stmnm WWW, zasoby bibliotekl bezposrednio w 
systemie WSZ I na CD {cz§§ciowo tez na WWW). 

* Podrecznikl na CD, 

* Organizacja konsultacji on-line (email, grupy dyskusyjne, 
dost^p do cz%sci zasobow „biblioteki multimedialnej" - II 
etap wspomagania on-line. 

* Udost§pnienie wszystkich funkcji admin istracyjnych on- 
line (rejetracja, piatnosci, zapisy, wysylanie prac, 
konsultacje). 

ffl PeJny program on-line. 
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™P j Education schema 



in Wyzsza Szkota Zarzadzania 
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Education in WSZ may be characterized as follows: 



Undergraduate studies 



Master-level studies 



Doctoral studies 



!M B.\ studies 




Module 



' Bachelor's diploma 
■ Master's diploma 
* BBA diploma 
MBA diploma 



J"!^ j Education schema 

-JTJlJ in Wyzsza Szkota Zarzadzania 



Studying of each 
module in WSZ 
maybe presented 
as follows: 



VI 
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I Registration - off-line and on-line 
- — >-i support 



A student enrolls for a module: 

■ Chooses module and group - information on modules and 

available groups can be found on the website 
* Downloads materials - a student receives part of whole 
didactic materials as an interactive CD ROM (one option 

on a CD ROM is a link to our website). 
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b> i Registration - website 
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Lecturer: 
Email 

Consultations 
tp-jscussion 
^Groups 
List of students 
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<a=^ i Registration - on-line 



y Additional things a student can find on the website: 

* information on a lecturer 

• information on consultation hours 
88 his/her e-mail 

« addresses of discussion groups. 



Note: 



■ In the on-line education system a student will have to have 
each module studying time limited. It follows from the fact 
that the University offers a student access to its resources 
for the term of studying of a given module (for educational 
purposes). 
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£tz:S±, i jest work - on-line support 

What can be found on the website: 

■ subject of the test work 

■ deadline for its completion. 



On the website or in the electronic library of WSZ you 
can also find: 

■ examples of test work subjects from previous years 

(cf. consultations) 
* examples of solutions of test works from previous years 
(cf. consultations). 
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j» ^ a Test work results 
J - on-line support 



On the website you can also find general remarks 
concerning solution of test works by students (in 
general). Such general information on results of test 
works and most frequent mistakes are prepared by 
particular Institutes. 



V 



A student may also ask (email) a lecturer of a module 
for a more detailed comment concerning their test work. 
In such a case (also email), the lecturer gives them 
information included in the student grading cart. 
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jj Registering for exams - on-line 



V 



A student registers for an exam 

M they choose date and hour - information on available 
dates can be found on the website 

* a student may consider on-line registration having in mind 
that: 

* a student is identified through their password (if somebody has 
spoofed them and registered them without their knowledge for an 
exam, i.e. a student has given him/her their password, of which 
they have been warned) 

* a student is entitled to resign from or change the date of the exam 
so the registering list on the wefesitt must be dynamic 

* one list should exist for those who register on-line and personally 

* the list should be partly blocked, e.g. 3 days before the exam (a 
student may register but cannot withdraw). ^\ 
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Exam results 
-on-line support 



On the website exemplary solutions of exams can be 
found. 

As in the case of test works general information on 
exam results and most frequent mistakes are prepared 
by particular Institutes. 

A student may also ask (e-mail) a lecturer of a module 
for a more detailed comment concerning grading 
criteria and specific grade of each task. 



j Consultations - on-line support 
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We propose: 

* e-mail - each student sends questions directly to the class 
lecturer 

« Discussion group - for each module there is a discussion 
group with objective of exchanging information, questions, 
solutions concerning the module by students; 

* access to the group is granted only to students registered for a 
given module 

* activity of the group is supervised by the class lecturer 

* his/her task is answer students' questions which are reasonable 
but remain unanswered for a long time 

* his/her task is also „managing" the group, dropping off exercises, 
encourage polemics, publicly praise, giving hints to correct ^ 
solutions, etc. 
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-^=A 1 Consultations - on-line 



The only difference in relation to on-line support is the 
meaning of e-mail and discussion group contacts. 

Consultants" must: 

a give an answer which is most exhaustive, to all the 

questions (database of most frequent answers) 
* give next exercises, give hints, discuss, motivate students 
(it may not be a direct contact „student's question - 
lecturer's answer", the role of the lecturer is to make this 
contact look as follows: ^student's question - lecturer's 
answer + next exercise, proposal of literature, emphasizing 
theory's or definition's importance, etc. 
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^ I Consultations - on-line 

mmm mm 


j 


| Consultants" must organize their work: 




j ■ divide students 




j 8 if there is a large number of students introduce an indirect 




level of consultant-assistant run by students of highest 




j levels - their task would be to select questions, answer 




trivial questions, try to solve most difficult problems in 




1 cooperation with teachers 




] ■ common creation of databases of answers for a given 




module 




■ common creation of databases of additional exercises for j 


J 


I a given module. 
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Electronic library 
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What can be found in the library: 

■ list of addresses (sources) Internet 

■ databases on a CD (on a shelf or Jukebox) 

■ additional materials (articles, case studies, examples) 

■ additional exercises and tasks 

a examples of test works and exams from previous years 
with solutions (partly) 

■ ail the articles from the „Change Management" bulletin 
* best papers (BA, MA, other) of students 

81 publications of our lecturers. 
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S Conclusions - sequence of actions 



Website - 1 stage of on-line support. 

Additional computers for students (user information on the 
website, resources of the library directly in the system of 

WSZ and on a CD (partly on the website). 

Textbooks on a CD. 

Organization of on-line consultations (email, discussion 
groups, access to party of resources of „multimedia 
library" - 1! stage of on-line support. 

On-line access to all the administrative functions 
(registration, payments, enrollment, sending papers, 
consultations). 
Full on-line programme. 
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/nCliiMlnlrj wysitytiijo bc/roboeie, ale 
iii=;/vwlsriu w ro>iu?j skali. Ludzio zdaja. 
Millie? njiiHwi;, >im)mis/;j si\< doslosowywac 
: d.» wvih^in'i lynku, Kospodiirki, zmic- 
, mImJmi'jvJi nK 1 iiM:liimUi|.iii, fc swiadomosc 
I |Hjff1»il/ifi| w uieU/ym mopnhi spofeczen- 
: h\ii I iSA, W|i.!ll,n;j Mryinnii. I'mncji, niz 
inn lu niK'fitv \v iVheo Wick XXI bedzie 
uu*M» in !ud/i uHiHwiivnic kszlalca^cych 
K Kouiiv/wiAO dukN/Uileania pod- 
' Miu'-vimMw kwaliTih^ji /osljinic wymu- 

■ $hid u okirin ik/olni bedzie sic zwiek- 
: : lln'V pniftifiiiii'm u/.upclniaja_cych, 

; : : U ■ iti h ii.iti , |.Hi^vvn liijucyuli slosunkowo 
V hi. 1 1 pnjuiuvir po/yeje zawodowa_. 
I iH :'m umit 4 iu ^i: jcAM sami o sicbic 
nil* -.m II min, itu lu:dt| iv ogole brani pod 
halm? MiiiJuiu Miiic \v try hie distance 
: itiutniifft t <»/ lint lo imosii modne zaklecia, 
; *» e tii> nii I unuil i slutliowania dla ludzi, 
>* \ i ijv* r mL» rownoezesnie musza_ 
"k il^l ' di; n nhy przynajmniej utrzy- 
ii i ?,un|f| i»n/ycjc /.iiwodowq, Nasza 
■:. \ k Ifii i pi v\ yeluulzi naprzeciw tym 
r >A uuY.ni \\l w IV/yjeJismy zaloze- 
f Hi* ti'iU'smy szkolq biznesu. 

UU uijoiiiy 5 |irof>iuim»vv, wide specjaliza- 
; i It. nidU MM A, game, podyplo- 

iujv » l» simliAu u/iipclniajqcych. Nasze 
a.iiull:i |iinilv|iltMiui\vc lo zbiory modut6w, 
lui/di'inu mozliwosc wybom 
H't'flln^ |inii/i?h Inzynicr, humanista, 
; ImvI im itfiii H yk. klory skoriczyl studia 
; svH'ly I iti: li'«nu ; mo/,e n nas nabyc now^'ch 
iilMii |vlitojii^ 5 nii'/bcdtiycli na stanowisku 
Kwinrt'iHivyni, po/wulajqcych mu lepicj, 
. ' kMvwiiir) |>nu.ovv:u^ 
Nii^ivly, HpnlcLVcasiwo w Polsce \v prze- 
ivc^i-i jes! bierne. Wszyscy 
n«r/i : Kiii*i » r/ckajq, az ktos za nich 
pMphuVi uh Ins A tynv posta worn sprzyja 
inf'hM, pn.syuny system ksztafcenia. 



* J \\ Nhtusiv fveh Id m inionych la i jest 
\lh\ I 'tut it Kvktoru najwiekszym zrodlem 
Wjfi't/i'Ai //, */ wgn nie udalo si% zreali- 



\A,"\\\ ii I ivy mi lje si^ cafy czas w 
i /r.low^«\ /.(lt>byfa prestiz i renome.. 
« Ulwu-il/njn \m\h goscie z uczelni 
•ifrMiiiji'/nycti i wyrazajq. uznanic dla 
umijinkinyi przez WSZ/POU poziorau 
naiu utiiji i bardzo nowalorskich form 
kierunku, l- ti/l lUvnin. 
Iszy rozwdj l'i*lo>y| jsniy solidne fundamcnty pod 
J'ihh/ ji i us ly l no i3 o unikalnej koncepeji 
(h.syinUviiiri. Dokonali^my dobrego 
eywilizacji wyhoru, bo la konccpeja siq sprawdzi^a, 



zaakccptowali jq. ludzie i zweryfikowala 
praktyka. 

Wr^czylismy dyplomy kilku tysia_com 
osob. Kazda z nich, jeSli tylko chciala, 
znalazJa prace.. Ogiomny procent sposrod 
nich to ludzie, klorzy zrobili dobrze poj^le 
kariery zawodowe. 

Bardzo duzo wysiiku wl"ozyIisrny w 
rozwoj nowoc/.esnych technik edukacji. 
Jestesmy jedyn^szkola^wyzszaj ktora daje 
studentowi wszystkie potrzebne mu 
podre_czniki, a 90% tych ksiqzek zostalo 
juz opracowanych w fonnie multimedial- 
nej. Zakladamy, ze do konca przyszlego 
roku na pryty CD przeniesicmy wszystkie 
podrqezniki. Testujemy obecnie system 
konsultacji eleklronicznych. Od ] paz- 
dziernika tego roku be_d*i one dostej)ne dla 
kazdego studenta. Wymowny jest tez fakt, 
ze mamy ustabilizovvan% kadr^. Blisko 
60% osob zalrudnionych w Uczelni pracu- 
jc tu dhizej niz 5 lat. 

Jest jeszcze jeden niezmiernie wazny 
aspekt naszej dzialalnosci: uczciwosc 
instytucji w stosunku do studentow. 
£>wiadomie wprowadzilismy pewne uirud- 
nicnia administracyjne, aby pozostawac 
w zgodzie z naszq. wizja. edukacji. Studen- 
ci placa. tylko za modul, a nie za cafy 
semcstr czy rok. Latwiej byloby przeciez 
pobrac op^aty z goiy, wowczas ci, ktorzy 
odpadajci. w trakcie roku akademickiego ■ 
przysparzaja. czystego zysku. Wiele szkol | 
tak wlasnic robi. My, holdiija,c zasadzie I 
pomocy studentowi i uczciwosci wzgle.- I 
dem niego skazalismy sie_ na rejestracj^ j 
przeprowadzanJt 4 razy w roku i przyj- 
mowanie kilkunastu tysiQcy ludzi \ 
zalatwiajacych fbrmalnosci w dziekana- \ 
tach. Jcstesmy jednak wierni swojemu sys- \ 
temowi wartosci i jemu podporzajdkowa- | 
lismy takzc strukturQ organ izauyjn*i uczel- \ 
ni. I 
Natomiast niezrealizowane plany to prze- \ 
de wszystkim utworzenie sieci oddzia!6w ? 
na tercnic Polski. Niestety uie starczyJo ? 
nam sir i srodkow. Jednak bye moze nie i 
ma to juz obecnie takiego znaczenia ze % 
wzglqdu na mozliwosci teclmologiczne. a < 
takze studia typu distance learning on line, $ 
do ktorych jestesmy w pcini przygo- I 
towani. 

Jestesmy szkoia^ wyja^tkowa^ ambitna^, 
opierajQCEi proces dydaktyczny na odmien- 
nych wzorcach i jezeli, miino iz nie pa- 
sujemy do obowia^zuj^cych schema tow, 
znajdujemy sie w czolbwce rankingow, to 
juz to jest powodem do dumy. 

Rozmawiala: Michalina Matarewicz 



A school different frc 
the others 

An Interview with Professor Do 
Jerzy Kalisiak - Rector of the P< 
Open University 

it takes years to form and mould a 
versify- The market verifies its quality 
it takes considerable time. Un ive\ 
degrees are not of equal value but m 
people in Poland are not aware of this 
Ho wever, in creasing un em ploy n 
among university graduates awak 
them to this painful new reality. 

The Polish Open University has bee) 
existence for 1 0 years. It began its acti 
in a very different environfnent, Pol 
had just begun a its transformation. ) 
did yon decide take pari in these chang 

We were among the first in Poland 
develop a non-state university 
Ministry of Education registered us as 
third private school having permissior 
operate. 

The idea of creating the university beez 
i reality in the years 1990 / 91. At that t) 
we asked ourselves many questions 
one was essential: why do it at all? Sho 
we commit ourselves in this way? Crcai 
a university is quite simple. All you h 
to do is invite some people, drink ch* 
pagne and declare that tlie university 
been opened, this is typically Polish! 1 
then what? 

To realise our vision we needed imagi 
tion and deteniiination. You start sor 
thing that can make you a slave to the id 
Moreover, the university that is not a pi 
lie institution and is not immune to mar 
conditions. That is why all the people w 
work here have to learn and accept tl 
they aTe not bureaucrats or leave. The pi 
lie ultimately determines our importar 
:to the community. 

As early as 1988, when my wife anc 
returned to Poland, we felt the comi 
changes, and we decided to support m* 
agers (who Were then typically older in. 
victuals) by helping them adapt to the m 
market mechanisms. We organised w! 
w as probably the first business school 
the time - the International School 
Management, .We initiated postgrad m 
studies where we taught, among other su 
jeets, economic analysis, strategic thinkii 
and business ethics/ However, two yea 



Zarz^dzanie Zmianami nr 3/2001 



later we came to the eonc l us ion that there 
was no possibility to eliminate various 
aspects, of our students' mentalities and 
attitudes. At the point we decided it was 
necessary U> take care of the youth and 
create a new general ion of managers. 
Thus wo decided to create a university thai 
would pro v ide complete university educa- 
tion and shape a modem European manag- 
er. TIumc was an enormous demand in the 
inarkei lor different types of education - 
people wanted to learn something different 
than what was then available. We did not 
import an cclucation or teaching system for 
our university, since there was no ready- 
made model. Qur idea consisted of a new, 
flexible model of education departing from .; 
traditional lectures, and focusing on semi- 
nar-workshop courses and the arrangement 
of programmes according to a modular 
Kysiem: 

We did not want to copy what traditional 
ui livers it res practised because we wanted 
uur school to be better than others;. We 
wanted our students to complete a pro- 
gramme based on European standards ,; 
allowing them in addition to our Polish 
Uni versity degree to also receive a foreign 
university diploma. 

First courses at the Polish Open University 
began in the autumn of 1991. 
! Oiir timing was good: we managed to 
gaiher people who shared our belief and 
values. We obtained subsidies from the 
'fern pus Fund, found a British partner 
Thames Valley University - we prepared 
textbooks, curriculum, and exam topics 
and siep-by-step we built a strong founda- 
tion. The process was difficult but also 
interesting. The challenge was not only in 
leaching students in this new format but at 
the same time we had to teach the staff. 
A fly one who wanted to work with our 
.University had to invest m their own intel- 
lectual development. 

WU at distinguish es She Po iish Open 
University system of education fixnn the 
a ili a • in i ivers ities ? 

Quite a hi I. Let's start from the fact that in 
the West a clear separation exists between 
schools of economics and business 
schools, in Poland boundaries are usually 
blurred. 

When we started to organise the University 
we wanted to precisely define the area of 
i IK activities. Management skills are what 
Jhe economy needed most. That is why we 
Ionised on business management. It is a 



very large field with numerous areas of 
specialisation, and new programmes, have 
to; be developed in response changing busi- 
ness environments. 

The study of business management must 
have its practical dimension. From the 
very beginning of. their studies people 
should be prepared to participate in man- 
agement. Our system of education is based 
on that concept, hi traditional universities 
a programme pyramid is compulsory; at 
the lowest level, i.e. at the beginning of the 
leaching process, there are general sub- 
jects; facts and: specialisation come later. 
Academic teachers, with little practical 
experience are in charge of teaching young 
people. 

The programme in our school is the oppo- 
site of that pyramid.: From the very begin- 
ning we deal with the details. A person 
learns, practices and advances. Only 1st 
and 2nd level studies includes some gener- 
al assumptions and important theory but in 
a practical context and with: an understand- 
ing of the various interactions, 
Already at the first level of studies, having 
successfully completed one .module, out 
students have the opportunity to verify his 
or her skills when at work. It is extremely 
important that young people feel empow- 
ered. Our system allows them to appreci- 
ate their potential, immediately seek 
employment and become independent. We 
encourage everyone to do this. We tell 
them to use their knowledge, go to work; 
and continue their studies while working. 
In business today it is important to start 
your career as early as possible. That is 
why; in first level undergraduate programs 
you will find mainly full-time students but 
by the time students are at the second level 
of studies many arc employed. Third level 
studies are comprised of 80% to 90% 
working students. The flexibility m the 
scheduling of classes makes this possible. 
Our graduates do not leave school and 
suddenly start looking for a job. Our stu- 
dents do that from, the very beginning of 
their studies and this is what distinguishes 
us from other schools.This is why we say 
we "do not produce" unemployed gradu- 
ates. 98% of our graduates are working. 
We also offer graduate Master degree stud- 
ies and the MBA programme. These stud- 
ies are for top management. Our graduate 
studies are very demanding. We require 
i.e. 3 years of professional practice and a 
very good knowledge of English. Students 
completing our undergraduate program 
may immediately enter the MBA program 



if they meet these requirements. 

Why. would you encourage students t\ 
select the Polish Open Un iversity as th 
place for their; studies? 

Our founding statutes are built upon th 
concept of open and active learning. On 
system is very flexible. The pace and mod 
of study is up to the student One may sa 
that in bur system each student enjoys a 
individual course of studies. We undci 
stood that our university would attract pec 
pie from various regions of Poland. Th 
opportunity to select their own course c 
studies allows students that live Tarawa 
not to have to travel back and forth unnec 
essarily or if they work, they can select ih 
schedule that best suits their needs. 
Whether students study during the da; 
evening or on weekends we assure th 
same high standards and quality, no matte 
the time of study or where students opt \ 
study. As a school that wants to continue i 
set standards for quality in education, w 
refuse to offer programmes of differin 
quality. The principal of our modular sy; 
tern of study helps to assure our standard 
The course of studies may vary, but tr 
level of requirements remains the same ft 
daily studies, as well as for evening ar 
extramural studies. The negative attituc 
in Poland regarding the quality of It 
evening and extramural studies does m 
relate to our University. 
The same principles concern all Universi 
centres, administrators and faculty - 
Warsaw, Crakow or Legnica. Our brancln 
are teaching / organisational units, nece 
sary for our system of study and provk 
our students the comfort of selecting tl 
place and manner in which they can cor 
plete all or a part of their studie 
Regardless of the location, all lecture 
conduct courses based on established ai 
verifiable parameters of quality. That 
Why each student -can be assured of l) 
highest standards of instruction. Exa 
standards are identical with on a given d; 
all exam questions envelopes beii 
opened at the same lime. 

Similarly, as in all segments of a marh 
the field of education is also faced wi 
increasing competition. There are mo 
and more institutions that offer the pos: 
bility of higher education to young peop, 
How can a good school be recognised, a, 
what would you say is a wise way . to hivt 
in one's education? 
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The education market is not an isolated 
;oasis; it largely depends on the country's 
social and economic condition. The same 
. laws that govern the market impact this 
sector. It'. is true that private schools appear 
like mushrooms after the rain. About 200 
non-state academies and universities are 
(\ heady functioning in Poland. I do not 
want and I should not judge them. Besides, 
ii is difficult to make comparisons since a 
given institution may be judged only after 
some years. However, 1 am afraid that in 
general the quality of teaching they offer is 
poor. And in this context, i would like to 
turn your attention to a very important and 
dangerous phenomenon - unemployment 
among young people. The unemployment 
rate among university graduates is increas- 
ing. Official interpretations of this situa- 
tion point to the fact that many education 
programs are incorrectly adapted to the 
needs of the market. This is a superficial 
assessment. There is no democratic. coun- 
try capable of determining how many peo- 
ple can be educated for a given field and at 
ing | host only recommend career paths. To do 
y'sV:iI Otherwise would require limiting the indi- 
ds; § viduai's freedom to choose. Restrictions on 
the study are something that we have already 
for experienced in Poland. It is necessary to 
ind 4 create conditions for everyone to study 
jde | what he or she wants. But it is clear that a 
the i person who is good always will have more 
not j opportunities than a mediocre person. 

■■.4 Soon, the issue concerning school evalua- 
3'ity | tions will consist of the question of how 
in I employable their graduates are. Finding 
hes ; employment will be a question of a diplo- 
;es- } ilia granted by specific universities and not 
'ide ; just having a diploma from just any school, 
the ;3 | Presently many companies, particularly 
Those; with foreign capital, are already 
using similar criteria in the field of 
employee selection and recruitment. This 
demonstrates that the quality of all diplo- 
mas is not equal*. Moreover, with Poland's 
pending admission to the European Union, 
:am la new factor usually not taken into cons id - 
day oral ion in the desire for integration is once 
dng |;i member nation, foreigners looking for 
Jh lenitive jobs will come to Poland. They 
.'|wjll he young, well-educated, and knowl- 
ket, Jijdgcnble about the principles of business, 
vith$oyi\\, less self-important and hard work- 
iore:|iiig. Al that moment another level of com- 
^.?/-|)ciinon 'will begin for managerial posi- 
ple. Jpoi»V The moment of confrontation will 
rtrtrfjeome when we shall see how well Polish 
vest :;m:magerial candidates are prepared. I am 
: (convinced that in the majority of cases this 
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confrontation will unfortunately be in 
favour of the foreign candidate, 
We prepare our students to Compete from 
the very beginning. That is why we do not 
limit ourselves to pass on knowledge but 
we build confidence, we teach independ- 
ence, accepted business practices and we 
teach how to learn independently. That is 
why I feel confident of our graduates' 
readiness to compete. 
However, this moment of truth may turn 
out to be a real personal tragedy for many 
others. It will come to fight that parents 
wrongly invested their money While young 
• people wasted their time and effort. They 
• t wanted to get a university degree but with- 
out much effort and they were not at all 
prepared to take up managerial positions in 
, a modern economy. Education is an invest- 
ment - if you invest correctly, you will gain 
greater advantage in the future. When 
when selecting a school the criteria con- 
cerning the distance from the place of res- 
idence or the tuition fee should not be the 
first concern. One should look for a school 
with high standards, as well as a school 
with a good reputation and prestige, guar- 
anteeing international standards of educa- 
tion. 

Graduates are the best ambassadors of a ; 
school. Their opinions and careers piay a 
most important role. At the successful 
completion of their studies, Polish Open 
University graduates receive two degrees - 
a Polish and a British one. This factor 
increases their chances on the labour mar- 
ket. When receiving their diploma these 
young people also have a better chance to 
compete for jobs in Europe. A diploma 
from a good British university increases 
their chances of ft ndi ng a job in th e West. 

Professor, what in your opinion will b& the ■:, 
trend in the future development of higher 
education? 

Unemployment exists almost everywhere 
in the western civilisation, but its scale is 
of course different. People arc aware of Ihc 
fact that they have to adapt to the market 
requirements, as well as the economy, and 
changing technologies. This type of adapt- 
ability is better understood in countries 
like the U.S.A., the United Kingdom,. and 
France but not as well understood in 
Poland. The 21st century will be a century ; 
requiring life- long learning. H will be nec- 
essary to supplement one's education and 
improve qualifications. 
That is why universities and colleges will 



offer more and more short programmes to 
update an individual's qualifications and to 
improve one's professional position. 
People understand that they must continue 
to develop their abilities or they may not 
be in a position to successfully compete. 
Studies using distance learning technolo- 
gies and offer on line courses are not yet 
widely available, but are an important 
option of studies for busy people or those 
who need to sxipplement their education in 
order to maintain their professional status. 
Our University already meets many of the 
challenges of the 21st century. We have 
founded a business school that offers 5 
undergraduate programmes, MBA studies, 
a wide range of specialisations, postgradu- 
ate and supplementary studies. Our post- 
graduate studies allow students to choose 
courses, thus allowing everyone to choose 
subjects according to their needs. Whether 
you are an engineer, a humanist, or hold 
any other non-business degree you may 
up-date or learn new skills at our 
University. Skills that are indispensable 
when holding a managerial post and per- 
formance is important. 

When looking back on the last 10 years, 
what ts the source of your biggest satisfac- 
tion and yvhat do you still have to accom- 
plish? 

The University has achieved an excellent 
reputation and standing and has main- 
tained its leading position over the last six 
years. Many visitors coming to our 
University express their respect regarding 
the level of education wc offer and innova- 
tions we are developing. Our inslilntion 
has solid foundations with a moriiorious 
concept of teaching. Wc hud a good design 
and as the vision has taken form and peo- 
ple have accepted it and time lias verified 
its validity 

We have awarded degrees [u several thou- 
sand students and each oKlhcin has found 
a job if he or she were. inolivale.il. A great 
percent of our graduates have successful 
professional careers. We devoted a lot of 
energy In developing proven methods of 
education. We are I he only school of high- 
er education that gives stud cuts all the nee- 
ess w ry I ex t bi >o k s \ \ ru I <) 0% of th t >se l e x i - 
books have already been prepared in mul- 
timedia form. We assume that by the end 
o f. ilex t year we will prep a re all th e Le x t - 
books in the form of CD ROM's Ai the 
present we are testing a system of elec- 
tronic consultations and starting October 
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1st the service will be available to all stu- 
dents. 

It is also significant that we have a reliable 
staff. Almost 60% of the people employed 
in our University have been working with 
us for over 5 years. 

there is another very important aspect of 
our performance: the institution's integrity 
regarding our students; We knowingly 
added some additional administrative dif- 
ficulties for our staff in order to be in 
accord with our vision of education. Of 
course, it would be administratively easier 
to charge students in advance. But students 
in our school pay only for the module and 
not for the entire semester or yean If a stu- 
dent who pays in advance drops out during 
the academic year this would be addition- 
ally profitable for the institution, Many 
schools do this. 

Adhering to the principle of helping the 
student, as well as the principle of honesty, 
we have committed ourselves to carrying 
out registration 4 times a year and serve 
thousands of students who need to com- 
plete formalities in the registrar's offices, 
However, we are ; faithful to our system of 
values and we subordinate the organisa- 
tional structure of our University to them. 
We have yet to fulfil plans for the forma- 
tion of a network of branches in Poland, 
Unfoitunately, when first starting we did 
not have enough resources both human 
and financial to complete oui plan. But 
certain technological advances and our 
; development of new learning materials for 
breaming and on-line studies may render 
the need for additional branches less 
important. 

We are a remarkable and ambitious school, 
which bases its teaching process on differ- 
ent models, and despite our unique system, 
we lead the rankings and this is a reason to 
be 
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Z okazji jubileuszu 
WSZ/POU o zwiqzane 
z nim refleksje 
poprosilismy paniq 

Prorektor, 
dr Zuzann? Kalisiak. 
Oto jej wypowiedz: 



Satysfakeja pryna^ca z faktu wspoltwo- 
rzenia Szkoiy nie jest sprawl oczywista, 
Ta satysfakeja ma bowiem kilka wy 
miarow i, jak to eze_sto w zyciu by wa, pod- 
szyta jest momentami wahan i zwatpieh. 
Moja kariera zawodowa nie rozpocze> sie_ 
przed 10 laty, kiedy to postanowilam zaan- 
gazowac sie_ w tworzenie wyzszej szkory 
biznesu o miedzynarodowym wymiarze. 
Wowczas mialam juv za soba. wiele lat 
pracy, jednak musze. przyznac, ze 
wczesniej rzadko odczuwatam radosc 
ipeinfi satysfakejq / wykonywanego 
zawodu. 

W Instytucie Koniunktur i Ccn opraco- 
wywaram r6zne szczegotowc analizy, 
ktorych implikacje byly zrozumiale 
jedynie dla wajskiej grupy spccjalistow. 
Praca w IConferenoji Narodow Zjedno- 
czonych do spraw Handlu i Rozwoju 
(UNCTAD) w Gcncwie by la czyms 
niezwykle wyjafcowym. Dawala poczucie 
przynaleznosci do elitamego srodowiska 
mi^dzynarodowego, uczestniczenia w 
tworzeniu opracowan na bardzo wysokim 
poziomie, satysfakeji z rozwoju zawo- 
dowego i materialnego. Jednak z uplywem 
czasu coraz bardziej widocznc byro, ze 
szczytne cele UNCTAD (dzis jest to czejtf 
WTO - Swiatowej Organizacji Handlu) tj. 



stymulowanie rozwoju krajow i 
jajacych sie,, rozmywaly sie. gdzies 
bach biurokratycznej procedury 
inowi**. Anglicy, na koniec dnia dobi 
wiedziec, co siq udalo zmbic. Tymc 
ja widziaiam doskonalc opracc 
zagubione w labiryncie polityki i 
kratycznych procedur, bez szans n£ 
ktos kiedykolwiek uilczujc kor. 
korzysci z faktu, ze one powstaty. 
Tworzenie WSZ/POU i praca ze sti 
mi pozwoltfy mi odkryc na now 
satysfakeji zawodowej. Dude 
Uczelnie. razem z moim me_zc 
wspolne dazenic do stworzenia pi 
akademickiej o najwyzszym pc 
by Jo dla mnie c/yms zaskaki 
poniewaz wczesniej naszc kariery 
oddzielnymi torami. 
Satysfakeja z pracy i nasze pragnic 
dowania instytucji o renomowanej 
scementowaly jednak decyzje. o v 
pracy. 

Decydujacego imptilsu do narodzh 
biznesu dostarczyln wizyta w 
w!988r. premier Wielkicj E 
Margaret Thatcher Oglosita ona \ 
utworzenic fundus/u know-how d 
wspierania edukacji mcnec" 
w Polsce. M6j di^z mi at juz ^ 
opracowan^ koncepeje. program! 
biznesu. Deklaracja pani Premier 
potwierdzata potizebQ g^bokic 
w tej dziedzinie i stwarzala szansi 
cji nowych projektow. Niebawer 
Wielkicj Brytanii poszly inne 
Europy zachodniej, prze/naczaji 
finansowe na mzwoj edukacji w 
Dzis, gdy mija wide lat od tam1 
ktu zwrotnego w moim zyci 
pokusic sie o podsumowanic tej 
mna,. 

Praca w Szkole daje mi poczucie 
robie., ma g^bszy sens i cel. 
poczucia nie miaiam nigdy v 
Czytaja^c dysertacje studenta 
wyraznie, co nam sie_ udafo zrol 
czym musimy jeszcze pracowa 
satysfakeja nie do konca wymier 
swiadomo£c po/.ylywnego odds 
na rozwoj innych osob wplywf 
niesrychanie stymulujaco. Odpt 
nose za coraz lepsze rezultaty d: 
Szkory spoc/.ywa na kazdym. V 
cy, pracownicy administracyjni 
kierownictwo Szkofy - wszyscy 
mocne i slabe strony. Na szc: 
zawsze szans a na korekte.. 
WSZ/POU tworzy warunki st 
w kt6rych studenci stafc prze 
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E-LEARNING 
workshops 

version 1 .0 
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As in full-time mode the classes are conducted in 4 
workshop sessions (2 month for each). However, in the case 
of e-studies each module consists of 3 workshop meetings. 
Classes take place for 3 subsequent weeks, at the beginning 
of the session, which guarantees more time for preparation 
and grading of test works. 

AH the students, notwithstanding the mode of studying, sit 
for the exams which take place twice a year in one of the 
University divisions. 





§ movie - lalking head. film, picture, animated chart 

f§ chat - questions and answers or students, board, addiiional questions and exercises, 
refemeca to :he Internet at id twx I bot-K 
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Workshops last for 3 hours. Each hour is divided into two 
parts: 

1. introduction, definitions, illustrations, grading of exercise solutions 
-the lecturer speaks and students pay attention -they may ask 
questions, immediately answer questions and even talk to each 
other; 

2. exercise solving - students prepare answers, solutions, consult 
with lecturers, each other,textbook, go to recommended Internet 
pages. 




In each part the following tools are applied: 

1. introduction, definitions, illustration, grading of exercise solutions 

- vide hoard, .. , link fist (the other active tools); 

2. exercise solving - , email, forum, chat, 
link list, textbook (the other inactive t ools). 
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example 



all windows 

rftieo - talking head, Ilui, picture, animated chart 
hoaid - tents (PP proROiitdlari), charts 
excjrfscs and qussUons * InieracOre 
chat students questions onrt answers 
letfboolc * Internet 
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Introduction - plan, windows are presneled 
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Qiick exarcises 








































Exercise solution 
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Answers to student questtoiis 








































Theories, dafinrtiona 
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Quick oxerciaes 
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Exercise solution 








































Answers ;o student questions 






































Knowledge summary - 1^9 ton of definitions 
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Guidelines to exwiiise solution 








































Exercise solution 
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Answers to student questions 
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Exercise 






























Guidelines for exercise solution 
























Knowledge summary - revision of definitions 
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Exercise solution 
























Answers k> student questions 


























Summary, saying goodbye 
Additional questions for students 
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References to Ihe Textbook and Internet 
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A student's screen resembles a standard Windows-like 
application window. Each person using a computer at least 
on a basic level can handle such an application. 

Such an application consists of tools which are described in 
subsequent slides in more detail. 

Each tool may be opened by a student (appearing window 
may be freely moved and extended on the screen) or closed 
(the icon of a tool pending opening will appear in the toolbar 
at the bottom of the screen). 
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A window in which a student is receiving video coming 
directly from the camera recording live workshops (a lecturer 
- talking head) or a film (previously recorded fragments of 
classes, film illustrations - interviews, case studies). 



A task for a lecturer. 
» prepare what should be cited to the students 
® prepare a proposal of film illustrations - interview with a specialist 

(single questions, opinions), example, film description of an 

exercise, a fragment of a documentary material 




A window which plays the role of a traditional board or a 
screen in a multimedia room. It presents the content of 
workshop presentation (similar to multimedia workshop of 
WSZ/POU, however adjusted to the needs of e-learning). 
The presentation's content is shared with students and 
presented as text (bulleted definitions, most important 
statements, etc.), charts, animations, pictures, etc. 

Task for a lecturer 
■ prepare presentation with all the illustrative elements 
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Description of topis - questions (surveys) 



A window enabling checking how the students in the „class" 
work. It may also be a tool which: 
- leads students through the classes with help of the sequence of 
(Y^/N y"' tiple questions " » ,s a computer an asset or a liability? 

■ checks presence (consciousness) of students and enables to 
assess comprehension of the classes by the students - students 
answer the question and the lecturer gets a report (how many 
people voted, how many answered correctly, how many 
incorrectly, which notions arise most doubts, what is 
incomprehensible, what is too easy, etc.), 

■ formulates the notions just discussed by the lecturer in a different 
way. 




Task for a lecturer. 

■ prepare a sequence of/some questions following the didactic 
process 

56 the questions should be very easy 

■ answers to questions should illustrate presented definitions or be 
found in an almost clear form in the utterance of the lecturer 

* questions should be very short and clearly formulated 

- these should be binary questions or questions with more than one 

correct answer to select or number questions (for how many years 

in a row can you use the tax credit?) 
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A window where you can find exercises to be solved during 
classes - during breaks in the lecturer's utterances. These 
are complete exercises requiring solution by a student. A 
solution may be: 
" a written answer - text 

■ filled in spreadsheet (an empty spreadsheet is sent as an 
attachment to the student) 

■ completed test, etc. 
Task for a lecturer. 

■ prepare exercises with needed help tools (spreadsheets, tests, 
etc.) 




A window allowing for sending questions, answers, notes, 
etc., to the teachers, () 



Task for a lecturer 

* prepare answers to the questions most frequently asked by 
students 

* prepare patterns of typical answers - reactions to questions and 
remarks of students 



Tutaj wstaw tytut 




I fauna Owsianko 




A window where students (and a lecturer) have possibility to 
„talk'\ Students may communicate with each other, help 
each other, give examples, explain more difficult notions, 
etc. 




A window where students (and a lecturer) can present their 
opinions and remarks. It functions as a generally available 
notice board. 
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ifs^i Descriptor, of tools- 



lliii^ references to the textdbook 



A window where a student may open a CD textbook. It may 
be needed when preparing answers to questions and solving 
exercises during breaks. 




A window where a student can find a list of Internet 
addresses that are worth visiting. These addresses appear 
on the list when the notions to which these pages refer are 
presented. The lecturer may draw the students' attention to 
selected pages in their presentation. The list increases 
during the whole term of the classes. A student may save 
this list to look through after classes. 
Task for a lecturer. 

• prepare list of links 

■ check them 
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E-LEARNING 
warsztaty 

wersja 1,0 




||| warsztaty ■ otrzymanie sprawdzianu 

IH octdanie spr?»wrt7iani! 

sprawdzanie sprawdzianu 
jj repelytorfa 
j| egzamin 
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Podobnie jak w trybie stacjonarnym zaj^cia odbywaja. sie. w 4 
sesjach warsztatowych (2 miesiace kazda). W przypadku e- 
studiow jednak na kazdy modul skladaja.si§ 3 spotkania 
warsztatowe. Zaj^cia odbywaja. sie przez 3 kolejne tygodnie, 
na poczatku sesji, co daje wiecej czasu na przygotowanie i 
ocene. sprawdzianow. 

Wszyscy studenci, niezaleznie od trybu studiowania biora. 
udziat w egzaminach, Wore odbywaja. si§ dwa razy w roku, w 
jednym z oddzialdw Szkoty. 
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Warsztaty trwajq 3 godziny. Kazda godzina zaj§c sktada s\$ z 
dwoch cz^sci: 

1. wprowadzenie, definicje, ilustracje, ocena rozwiazari zadan - 
prowadzqcy mowi, a studenci uwazaj^ - mogq zadawac pytania, 
odpowiadac na pytania btyskawiczne, a nawet „gadac" ml^dzy 

2. rozwiqzywanie zadan - studenci przygotowujq odpowiedzi, 
rozwiazania, konsultuj^si^ z prowadzqcymi, mi^dzy soba^, z 
podr?cznikiem, zagl^dajq na proponowane strony internetowe. 




W kazdej cz^sci wykorzystywane sq nast^pujqce narz§dzia: 

1. wprowadzenie, definicje, ilustracje, ocena rozwiazan zadan - vuieo, 

ifrHk-h, . , lists linkow (pozostale narz^dzra 

aktywne); 

2. rozwiqzywanie zadan - , email, 
forum, czai, iista ltakow f podr$cznik (pozostale narz^dzia 
nieaktvwne ). 
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P. ZAJ^C - przyWad 



wsrystsfe okionka 

Wna - gudojqco gtowc, !lm, oarozek, animawsny wykres 
taMIca- tolcsty (prezemazja PP), wykresY 
&wczonio I py tnnln - intoraMywnc 
czat - pytsnia I odpov.1«tt student** 
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AVstq?- plan, pnsdstattrany okienks 
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Ctfwolaniado podr^czniha i intcmetu 
















Ekran studenta przypomina standardowy ekran aplikacji 
windowsopodobnej. Kazdy, kto korzysta z komputera w 
stopniu co najmniej podstawowym potrafi sobie z takq 
aplikacji poradzic. 

W sktad tej aplikacji wchodz^ narz^dzia, Wore doWadniej 
zostaiy opisane na kolejnych slajdach. 

Kazde sposrod tych narz^dzi moze bye przez studenta 
otwarte (okienko widoczne - moze bye dowolnie przesuwane 
i rozci^gane na ekranie) b^dz zamkni§te (ikonka narz^dzia 
oczekuj^cego na otwarcie pojawia si§ w pasku 
narz^dziowym u dolu ekranu), 
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Okienko, w ktorym student odbiera obraz video pochodzqcy 
bqdz bezposrednio z kamery f ilmufacej na zywo warsztaty 
(prowadzqcy zaj^cia - gadajqca gtowa) bqdz film (wczesniej 
nagrane fragmenty zafec, ilustracje fllmowe - wywiady, case 
studies). 



Zadanie cf/a prowadzqcego: 
■ przygotowac to, co ma bye wyrecytowane do studentdw 
* przygotowac propozyeje ilustracji filmowych - wywiad ze 

specjalistq (pojedyncze pytania, opinie), przyklad, filmowy opis 

zadania, fragment materiaHi dokumentalnego 




Okienko, ktore zast§puje tradycyjn^tablic?, b^dz ekran w 
sali multimedialnej. Tarn pokazuje si§zawartosc prezentacji 
warsztatow (podobnej do warsztatow multimedialnych 
WSZ/POU, jednakze dostosowanych do potrzeb e-learningu). 
Prezentacja ta zawiera tresci przekazywane studentom 
przedstawione w formie tekstow (wypunktowane definicje, 
najwazniejsze stwierdzenia itp.), wykresow, animacji, 
obrazkow itd. 

Zadanie dla prowadzqeego: 
• przygotowac prezentacfe, wraz ze wszystkimi elementarni 
ilustracyjnymi 
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Opis narz^dzi - pytania (ahkietki) ■ 



Okienko, pozwalajqce zorientowac si? jak pracufe studenci 
„w klasie". Moze to bye rowniez narz§dzie 3 ktore: 

* prowadzi studentdw przez zafecia za pomocq sekwencji prostych, 
testowych pytan - „Czy komputer jest aktywem czy pasywem? 
(Tak/Nie)" 

* sprawdza obecnosc (przytomnos6) studentow i pozwala na biezqeo 
oceniac odbior zaj§6 przez studentow - studenci odpowiadajq na 
pytanie, a wyttadowca otrzymuje raport (iie osob gfosowalo, ile 
odpowiedziafo poprawnie, ile me, jakie zagadnienia budzq 
najwi^cej w^tpliwosci, co jest nlezrozumiate, co za Jatwe itp., 

* formuluje w inny sposob wlasnie omawiane przez prowadzacego 
zagadnienia. 




Zadanie dla prowadzqeego: 

■ przygotowac seri§/sekwencj§ pytan pod^zafocych za procesem 
dydaktycznym 

88 pytania te powinny bye bardzo proste 

■ odpowiedzi na pytania powinny ilustrowac prezentowane definicje 
bqdz znajdowac si? prawie w czystej formie w wypowiedzi 
prowadzacego 

• pytania powinny by* bardzo krdtkie i jasno sformufowane 

■ mafato by6 pytania bfnarne albo pytania z krlkoma mozliwymi 
odpowiedziami do wyboru, albo pytania liczbowe (ile lat pod rzqd 
mozna korzystac z ulgi podatkowej?) 
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W'', ) Opis narzfdzi -zadania ^ m 



Okienko, w ktorym mozna znalezc zadania do rozwiqzania w 
czasie zaj^c - w przerwach pomi^dzy wypowiedziami 
prowadzejcego. S^to kompletne zadania, wymagajqce 
rozwiqzania przez studenta. Rozwiqzanie to moze miec 
form?: 

■ odpowiedzi pisemnej - tekst 

• wypelnionego arkusza kalkulacyjnego (pusty arkusz przeslany w 
zalaczniku do studenta) 

■ wypelnionego testu itp. 
Zadanie dla prowadzqcego: 

■■ przygotowad zadania wraz z potrzebnymi pomocami (arkusze 
kalkulacyjne, testy ftp.) 




Okienko pozwalaj^ce na przesyianie prowadz^cym pytan, 
odpowiedzi, uwag itp. () 



Zadanie dla prowadzqcego: 

■ przygotowac odpowiedzi na najcz§sciej powtarzajqce si§ pytan ia 
studentdw 

■ przygotowac wzorce typowych odpowiedzi-reakcji na pytania i 
uwagi studentow 
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Okienko, w ktorym studenci (i prowadzqcy) majXrnozliwosc 
„pogada6". Studenci mog^porozumiewac sif ze sobq, 
pomagac sobie wzajemnie, podawac przyklady, wyjasniac 
trudniejsze zagadnienia itd. 




Okienko, w ktorym studenci (i prowadz^cy) maj^ mozliwosc 
przedstawic/wygtosic swoje opinie, uwagi. Dziata to na 
zasadzie ogdlnodostQpnej tabticy ogloszen. 
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Opis narz^dzi - odwotenia do 

podreczmka 



Okienko, w ktorym student moze otworzyc podr^cznik CD. 
Moze bye potrzebne w momencie przygotowywania 
odpowiedzi na pytania i rozwi^zywania zadah w przerwach. 




Tuta] wstaw tytui 



Okienko, w ktorym student znajdzie list? wartych 
odnotowania adresow internetowych. Adresy te pojawiaj^si? 
na liscie wtedy, gdy przedstawiane s^zagadnlenia, ktorych 
te strony dotyczq. Prowadzqcy moze zwrocic uwag§ 
studentow na wybrane strony w swoim przemowieniu. Lista 
ta przyrasta przez caty czas trwania zaj?c. Student moze 
zapisac sobie tq list? do przejrzenia po zaj§ciach. 

Zadanie dla prowadzqeego: 

■ przygotowac list? linkow 

■ sprawdzicje 
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I, the undersigned, Izabela Snigurska, sworn translator of English, 
hereby certify that the attached translation is consistent with the 
Polish version of the presentation. 
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PORADNIK DLA STUDENTOW STUDI6W LICENCJACKICH 



LOPIS 5TUDI6W 

Wyzsza Szkoia Zarzgdzania / The Polish Open University prowadzi studia zawodowe na szeSciu 
wydziafach: 

- Zarzqdzanie Biznesem 

- Zarzgdzanie Informacj^ w Biznesie 

- Zarzgdzanie Finansami 

- Finanse i Systemy Informacyjne w Biznesie 

- Reklama i Marketing Przedsi^biorczosc i 
Zarza^dzanie 

Studenci podejmuja.cy studia zaoczne w systemie e-learning moga. realizowac wszystkie programy 
poza programem Wydziatu Przedsi^biorczosci i Zarzqdzania. Po ukohczeniu studiow otrzymujg 
dyplom licencjata na kierunku „zarza_dzanie i marketing" w okreslonej specjalnosci. 

Studenci studiow dziennych i wieczorowych po ukohczeniu studiow na pierwszych pi^ciu wydziafach 
majq prawo do uzyskania dyplomu licencjata na kierunku „zarzadzanie i marketing" i rownoczesnie 
dyplomu Bachelor of Art (szczegofowe informacje znajdziesz w „Przewodniku po studiach 
iicencjackich - prowadzonych w trybie dziennym i wieczorowym"). 

Programy studiow oraz wymogi s<j takie same dla wszystkich studentow bez wzgl^du na tryb 
studiowania. Studenci otrzymuj^ takq samg wiedz?, maja. prawo do korzystania z tych samych 
konsultacji, przygotowuja. takie same sprawdziany zaliczeniowe i zdajg te same egzaminy. 



1. Specyfika studiow zaocznych (e-learning) 

Aby zdobyc dyplom licencjata - trzeba zaliczyd wszystkie modufy zawodowe obowia_zuja.ce w danym 
programie studiow i uzyskac 300 pkt. 

Zaj^cia warsztatowe na studiach prowadzonych w trybie zaocznym (e-leaming) realizowane s^ na 
odlegfosc, przy uzyciu specjalnie zaprojektowanej, autorskiej elektronicznej platformy edukacyjnej e- 
edusystems, kt6ra posiada ochronQ patentowq. Zaj^cia odbywajq sie> za posrednictwem Internetu z 
wykorzystaniem programu z piyty CD. 

W tym systemie podstawowym narz^dziem pracy studenta jest komputer, ktory umozliwia: 

• potqczenie z Internetem i dost^p do platformy e-edusystems, 

odczyt materiafow dydaktycznych nagranych na pfytach CD (podr^cznik, 
warsztaty), 

• wysytanie i odbior poczty elektronicznej (e-mail), 

• rozwiqzywanie zadah i wykonanie raportow (projekt6w, itp.), 

• spotkania i dyskusje z wyktadowcami i z innymi studentami. 

Przed zajQciami zapoznaj s\q z Jnstrukcj^ Techniczn<T i szczegdfowo sprawdz komputer, z ktorego 
b^dziesz korzystaf podczas zajQC. 

Pamistaj! Uczelnia nie ponosi odpowiedzialnosci za jakosc Twojego sprz^tu i fcjcz, zjakich korzyst 
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2. Ogolne zasady studiowania 

Oferowany przez Uczelni§ etastyczny tryb studiowania oparty jest na modutowym systemie 
ksztatcenia. 

Czym jest modut? 

Modut jest to przedmiot. Kazdy poziom studiow sktada s\$ z 8 modutow. W ramach standardowego 
pakietu dydaktycznego student otrzymuje: podr^cznik i syllabus; uczestniczy w zaj^ciach 
warsztatowych; ma prawo do nieograniczonej Hczby godzin konsultacji w formie elektronicznej lub 
tradycyjnej u wszystkich pracownikow dydaktyczno-naukowych Szkoty; do pobrania sprawdzianu 
zaliczeniowego; do udziatu w repetytoriach organizowanych przed kazdq sesjq egzaminacyjnq oraz 
do udziatu w egzaminie z danego przedmiotu. 

Swoboda wyboru 

Kazdy student moze dostosowywac tryb studiow do swoich mozliwoSci czasowych, intelektualnych i 
finansowych. Sam moze decydowac ILE MODUt6w b<?dzie studiowat w danej sesji, choc radzimy, 
aby nie byto to wiQcej niz 2 moduty. Podczas jednej sesji student musi bye zapisany na przynajmniej 
jeden modut. Maksymalnie moze studiowac trzy moduty jednoczesnie. Od studenta zalezy czas 
trwania jego studi6w; im wi^cej modutow w sesji zaliczy, tym szybciej skonczy studia. 

Studenci moga_ w okreslonym zakresie wybierac, JAKIE MODUtY be?d<i studiowac w danej sesji. 
Program kazdego poziomu studiow zawiera sugerowana. kolejnosc przerabiania poszczegolnych 
modutow, poniewaz na niektore moduty mozna zapisac s\$ dopiero po zaliczeniu wczesniejszych. 
JeSli jednak nie ma takich zastrzezeri, student moze wybrac do studiowania w danej sesji modut: 

- aktualnie potrzebny mu w pracy, 

- ten, ktorego termin zaj<?c najbardziej mu odpowiada, 

- tatwiejszy (np. tematycznie zwiazany z jego pracaj, jesli jednoczesnie chce studiowac dwa moduty i 
na nauk<» drugiego modutu chce poswi^cic wiqcej czasu. 



Systematycznosc i samodyscyplina 

Taki system nauki daje studentowi duzq elastycznosc, ale wymaga systematyczno^ci oraz 
samodyscypliny. Zaleca s\$, aby student poSwiQcit studiowaniu kazdego modutu przynajmniej 130 
godzin pracy wtasnej. 
3. Proces studiowania 

Proces studiowania przebiega nast^pujaco: 



WYBOR MODULU/REJESTRACJA 

PODR^CZNIK I WARSZTATY NA CD 
SYLLABUS 
E-KONSULTACJE 
SPRAWDZIAN 
REPETYTORIA 
EGZAMIN PISEMNY 
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3.1. Rejestracja Pierwsza 
Rejestracja 



Pierwszej rejestracji student powinien dokonac osobiscie, przyjezdzajgc do jednego z Oddziatow 
Uczelni (Warszawa, Krakow, Legnica). W czasie tej rejestracji student zapisuje s\q na wybrany przez 
Siebie wydziat (program studiow) oraz wybiera pierwszy moduf, od ktorego zacznie studia 
(szczegotowe informacje dotycza.ce wszystkich wydziatow oraz termindw poszczegolnych zajec 
znajdujs s\q w Internecie). 

Podstawowym warunkiem przyj^cia do WSZ/POU jest posiadanie swiadectwa dojrzaiosci. Now! 
studenci sa_ zapisywani podczas pierwszej rejestracji, po ztozeniu kompletu dokumentow: 

• wniosku o przyj^cie na studia, 

• oryginafu i kserokopii swiadectwa maturalnego, 

• zaswiadczenia o stanie zdrowra, 

• 4 zdj$c y 

• dowodu wpiaty optaty rejestracyjnej i opfaty za modut {wraz z kserokopiaj, 

• ksiazeczki wojskowej (do wgladu). 



Optaty 

Optata rejestracyjna wynosi 550 PL1M. Cena jednego modutu zawodowego wynosi 630 PLN. Caty 
program studiow sktada s\q z 20 moduJow zawodowych i 4 modutow j^zyka angielskiego. 

Uwaga: rejestracja na nast^pne moduty moze bye dokonywana drogq elektronicznaj 



W takim przypadku student otrzyma potwierdzenie rejestracji (e-mail) po odnotowaniu wptaty na 
konto Uczelni. Niezb^dne do studiowania materiaty zostang wystane studentowi poczta. polecong, a 
informacja o wysytce zostanie przesfana e-maiJem. 

Konto Szkoty 

Wyzsza Szkote Zarzgdzania 02-672 Warszawa, til. 
Domaniewska 37A Bank PKO S.A. II Oddziat 
Warszawa, nr 12401024-21024867-2700-401112- 
001 



Kiedy moina s\q rejestrowac? 

Rok akademicki w WSZ/POU trwa od 1 wrzesnia do 30 czerwea. Sktada s\$ z czterech 
dwumiesiscznych ses'fi warsztatowych oraz z dwoch sesji egzaminacyjnych. Studia mozna rozpoczac z 
poczatkiem kazdej sesji warsztatowej. 
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• ZSCZT 1 te,n * 'T™ m na mfesi,c pmd ** -* <— »»* 

sesjQ jesienng - na przefomie maja i czerwca, 

• sesjs wiosenng - w grudniu i w styczniu. 

Od ktorego modutu zaczgc? 

rozumoinobyioprzystqpicdoegzaminu. 9 ' tak ab * P° *9o zakonczeniu od 

Jak wybrac zafecia? 

o^,„„ ym . HARMONOGRAMIE *» J^SS^SZ S£?JE*2 * 

Co otrzymujesz przy rejestracji 

Przy rejestracji na wybrany moduf otrzymujesz: 
1. Pfyt^CDzawierajgc^: 

program elektronicznych warsztat 6w, 
podn-cznik do danego przedmtotu, 

w nadazaniu za tokiem prezentacji material przygotu ^ *> «W moga m.ec truggM 

2. Je^li po raz pierwszy rejestrujesz si e na zaj.cra w trybie e-.earning otrzymasz dodat 
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• ptyte. CD z tzw. pakietem startowym, ktory zawiera „Przewodnik po studiach 
licencjackich", film instruktazowy oraz inne szczegotowe informacje dotycza.ce tych 
studiow, 

hasto studenta, potrzebne, aby zalogowac sie, do systemu. Hastem tym student posfuguje 
siq, aby wej^d na specjaln^ strong internetow^ i/lub uruchomic zaje^ria warsztatowe, 
przez caly okres swoich studidw, do wszystkich modutow (szczegoty dotyczqce 
aktywnosci hasta opisane sq w rozdziale 6.6 „Elektroniczne warsztaty - zafecia 
powtorkowe"). 

Uwaga: 

W przypadku, gdy student zapomni lub zgubi hasto, musi niezwtocznie pisemnie powiadomid o tym 
Uczelni^. W takim przypadku konto studenta zostanie zablokowane, a studentowi zostanie 
przypisane nowe hasto. Nowe hasto b^dzie uruchomione najp6zniej w ciqgu 14 dni od pisemnego 
powiadomienia. Student ma prawo do dwukrotnego bezpfatnego przyznania nowego hasta. 

W przypadku zagubienia lub zniszczenia pozostaiych materiatow potrzebnych do zaje^c, student musi 
wnieSd opiate, w wysokosci 15% optaty za modui. Po odnotowaniu wpfaty materialy zostanq wystane 
studentowi poczta, polecong, a informacja o wysytce zostanie przestana e-mailem. 



3.2. Ptyta CD z podrexiznikiem oraz warsztatami 

Student otrzymuje ptyte. CD, na ktdrej znajduje s\q Multimedlalny Podre^cznik oraz program 
umozliwiaj^cy uczestnlctwo w Elektronicznych Warsztatach. Z podre^cznika mozemy korzystac bqdqc 
w trybie off-line {bez potaczenia z Internetem) lub on-line. Kazdy student moze wydrukowad sobie 
catosd lub czqst podr^cznika. Szczegoty dotyczqce obstugi tej ptyty znajduje sie. w Instrukcji 
Technicznej (patrz rozdzial 4.). 



3.3. Syllabus 

Syllabus zawiera przede wszystkim informacje o tym, jak nalezy przygotowac sie^ do kazdych zajec. 
Ponadto syllabus zawiera opis poszczegolnych zajec oraz Wstq dodatkowej literatury. Materiaty te s$ 
bardzo pomocne w czasie pisania sprawdzianu oraz przy przygotowaniu s\$ do egzaminu kohcowego. 
Do syllabusa mamy dost^p z ptyty CD lub z platformy. 
DIaczego trzeba korzystac z podr^cznika przed zaj^ciami? 

Przypominamy, ze jednym z warunkow efektywnego wykorzystania czasu zaj^c warsztatowych jest 
uprzednie przygotowanie sie. do nich. W syllabusie, ktory znajduje s\q na ptycie CD, zawarty jest 
szczegotowy wykaz rozdziatow z podre^cznika, ktore nalezy przeczytac na kolejne zaje.cia. 

Osoby nieprzygotowane mogs miec problem z nad^zeniem za prezentacjs materiatu i tokiem 
rozumowania prowadz^cego oraz z odpowiedzia. na krotkie pytania sprawdzaj^ce w czasie zaj^c. 
Moga^ napotkac takze trudnosci przy rozwia.zywaniu zadari w czasie pracy grupowej. 

3.4. Warsztaty on-line 

Studenci uczestnicz^ w elektronicznych warsztatach dzi^ki edukacyjnej platformie e-edusystems. 
Elementy platformy, ktore znajduje s\q na ptycie umozliwiajg uczestnictwo w zaj^ciach preesytajg^ff 
za posrednictwem Internetu. Studenci tqczg s\q przez Internet z platform^ w wyznaczonyra^zjastj^f; 
korzystaj^c w tym celu z ptyty CD, ktdra przez caty czas zaj^c musi znajdowac sie_ w stacj^cS^RbM y. 
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(szczegotowy opis w Instrukcji Technicznej). Aby si^ pofcjczyc z systemem, student musi wpisac 
HAStO, kt6re otrzymai podczas rejestracji. 

Platforma e-edusystems umozliwia szybki dost«*p do syllabusa, podn*cznika, stownika kluczowych 
poj?c, kalkulatora i standardowych aplikacji typu Word i Excel. 

W niektorych warsztatach w cz^sci „B1 - praca wtasna", studenci majg dost^p do opcji „PLAY", dzi^ki 
ktorej mogs obejrzec wybrane fragmenty prezentacji pomocne przy rozwiazywaniu zadari. 

Elektroniczne warsztaty - zajQcia „na zywo" 

Uczestniczgc w elektronicznych warsztatach w czasie rzeczywistym studenci mogs porozumiewac si^ 
ze soba.. Takie zaj^cia z jednej strony mobilizujq studentow do pracy i skupienia, a z drugiej, 
umozliwiajq kontakt z wyktadowc^ w razie problem6w przy rozwigzywaniu zadari. 

Elektroniczne warsztaty - zaj^cia powtorkowe 

Osoby, ktore nie uczestniczyty w zaj^ciach „na zywo" lub te, kt6re chciatyby powtorzyc materia* 
mogg to zrobic samodzielnie w ramach zaj^c powtorkowych. Aby uruchomic zaj^cia powtorne, 
student musi pofqczyc s\$ przez Internet z platform^ e-edusystems w czasie, w ktorym nie ma zaj<?c, 
korzystaja^c z HAStA. Nast^pnie wybiera zaj^cia, ktore chce powtorzyd W wersji do powtorzeri 
studenci majg dost^p tylko do pierwszej cz^sci zaj^c (Czqsc A, Prezentacja i om6wienie problemow, 
przykfady i wyjasnienia). 

Zaj^cia warsztatowe mozna powtarzac do momentu ztozenia sprawdzianu w danej sesji 
warsztatowej. Student traci wtedy dost^p do platformy, gdyz jego hasio staje si^ nieaktywne. Hasio 
zostaje ponownie aktywowane na dwa tygodnie przed kazd§ sesjq egzaminacyjng, daja^c ponowny 
dost^p do wszystkich zaj^c, ktore student chce powt6rzyd. 

Pami^taj! Z multimedialnego podr^cznika, ktory znajduje si^ na tej samej plycie mozesz korzystac 
przez caiy czas - mozna go uruchomid bez pomocy platformy bezposrednio z ptyty (szczegoty patrz 
Instrukcja Techniczna). 

Elektroniczne warsztaty - z czego s\q sktadaja.? 

Modui studiowany w tym systemle skiada si^ zwykle z dziewi^ciu dwugodzinnych sesji 
warsztatowych, ktbrych terminy wyznaczone sg w harmonogramie zaj^c. 

W skiad kazdych zaj^c warsztatowych wchodza^ dwie cz^sci: prezentacja oraz cz^sc poswi^cona pracy 
wiasnej. 



Eiementv zaiec warsztatowych czas w mjnutach 

Cz^sc A. Prezentacja 30 
Cz%s£ Bl. Praca wtasna 30 
Czesc B2. Dyskusja wgrupie 20 
Czesc B3. Podsumowanie 10 
Cz^sc B4. Dyskusja c.d. 30 



Czqsc A. Prezentacja i omowienie problemow, przykiady i wyjasnienia - jest to cz^sc prowadzoi 
formie interaktywnej prezentacji multimedialnej, podczas ktdrej wyktadowca prze<m^i&i. 
najwazniejsze zagadnienia i omawia je na praktycznych przykiadach. W tej cz^Sci studenci ot^yrftujq f : 
takze krotkie pytania sprawdzajqce w formie testowej. 
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Szczegotowy opis opcji dost^pnych w tym czasie oraz wykorzystanych technik znajduje sie. w 
Instrukcji Technicznej. 

Cz^sc Bl. Praca wtasna - na koniec pierwszej czqsci zafec studenci otrzymuj^ dwa rodzaje zadari: 
obowiqzkowe i dodatkowe. W tym czasie student moze korzystac z pomocy prowadz^cego za 
posrednictwem czatu dost^pnego z poziomu platformy (patrz: Instrukcja Tecbniczna), nie moze 
jednak w tym czasie zadawac pytari innym studentom, aby nie przeszkadzac im w pracy. 

Czqsc B2. Dyskusja w grupie - po 30 minutach wyktadowca powinien otrzymad rozwigzane zadania 
obowigzkowe. Studenci, ktorzy nie zd^zyli przestac odpowiedzi do zadari dodatkowych mog^je 
wystac do prowadz^cego w ramach e-konsultacji. 

Po wysfaniu zadan studenci majg 20 minut na konsultacje z kolegami, mozna wtedy porownac swoje 
rozwi^zania z innymi, dyskutowac, wymieniac poglqdy. W tym czasie wyktadowca sprawdza 
przestane rozwiqzania i nie uczestniczy w dyskusji na czacie. 

Cz^sc B3. Podsumowanie - zajecia koriczy wyktadowca podsumowuj^c rozwigzania, przekazujqc 
najwazniejsze uwagi i rozsytajqc poczt^ elektronicznq poprawne rozwiqzania zadari do wszystkich 
studentbw zapisanych na dany modut (takze do studentow nieobecnych podczas warsztatow). 

Cz^sc B4. Dyskusja c.d. - przez nast^pne 30 minut czat pozostaje aktywny dla studentow do dalszej 
dyskusji nad problemami poruszanymi w czasie warsztatow; w tej cz^sci prowadzqcy petni jedynie 
ro\q obserwatora. 



3-5. E-konsultacje i konsultacje 

W razie trudnosci z przygotowaniem sprawdzianu lub innych pytari studenci mog3 korzystac z 
systemu e-konsultacjt lub zwrocic s\q osobiscie o pomoc do kazdego specjalisty w Szkole, nawet do 
tych, z kt6rymi nie mieli wczesniej zajec (we wszystkich oddziatach Szkoty). Przez e-konsultacje 
mozna uzyskac takze dodatkowe informacje na temat systemu e-learning. 

Harmonogram konsultacji mozna znalezc na stronie Uczelni. Jak korzystac z e-konsultacji? 

E-konsultacje znajdujg sie. na stronie internetowej. Na tej stronie znajduje sie. takze szczegolowa 
instrukcja korzystania z konsultacji. 

Masz trudnosci czy wqtpliwosci - bez wahania pytaj! System // e-konsultacje ,, przygotowalismy z mysl^ 
o Twoim komforcie. 

Liczba zadawanych pytari moze bye dowolna, prosimy jednak, aby kazde pytanie dotyczyto tylko 
jednego zagadnienia (konkretnego problemu). Pytania muszg bye krotkie, jasne i zrozumiafe - od 
tego zalezy jakosc i szybkosc odpowiedzi. 

Odpowiedz otrzymasz w ciggu 48 godzin (w wyj^tkowych przypadkach, np. choroba specjalisty, czas 
odpowiedzi moze sie. przedtuzyc maks. do 72 godzin). 

Oprocz mozliwosci komunikowania sie. przez Internet z naszymi specjalistami oddajemy studentom 
do dyspozyeji profesjonalny program pocztowy GroupWise firmy Novell (pojemnosc skrzynki 10 MB). 
Program pocztowy obstugiwany jest przez strong www, a wtec nie wymaga skomplikowanej 
konfiguracji. Kazdy nowo zarejestrowany student otrzymuje indywidualne konto sieciowe, ktore 
umozliwia korzystanie z tych ustug - szczegdiy dotycz^ce identyfikatora i haste na stronie 
internetowej Uczelni (e-konsultacje). 



3.6. Sprawdzian 




Student zostaje dopuszczony do egzaminu pisemnego na podstawie zaliczonego sprawdzianu// k 
musi ztozyc w Dziekanacie w wyznaczonym terminie. Zakwalifikowanie studenta do egzamini!^ /•'•, ; 
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wymaga uzyskania ze sprawdzianu oceny na poziomie minimum 40 punktow. W Uczelni obowiqzuje 
system ocen od 0 do 100 pkt. 

Skqd wzia^c sprawdzian? 

Sprawdzian pojawi si^ na stronie internetowej juz po pierwszych zajeciach. Przygotowanie 
sprawdzianu wymaga przeprowadzenia samodzielnych bada n i analiz dla konkretnego problemu 
przedstawionego w sprawdzianie. Pamietaj o zalecanej objetoSci sprawdzianu. 



Jak, gdzie i w jakim terminie nalezy ztozyc sprawdzian? 

Sprawdzian mozna ztozyc w Dziekanacie osobiscie, wystac listem poleconym ba^dz poczta^ 
elektronicznq na adres sprawdzianOwsz-pou.edu.pl . W przypadku tego ostatniego rozwiqzania 
student musi uzyskac z Dziekanatu, takze za posrednictwem e-maila, potwierdzenie otrzymania 
sprawdzianu. Brak potwierdzenia w ciqgu jednego dnia roboczego uznaje sie. za rownowazne z tym, 
ze Dziekanat przesyiki nie otrzymat. Student, ktory nie otrzymat potwierdzenia Dziekanatu o 
wptynieciu sprawdzianu, traktowany jest jak osoba, ktora nie ztozyta sprawdzianu. Prace ztozone po 
terminie nie beds podlegaty sprawdzaniu, co jest rownoznaczne z niedopuszczeniem do egzaminu. 

Studenci, kt6rzy ztozyli sprawdzian w wyznaczonym terminie powinni otrzymac, w formie 
elektronicznej, informacje, o ocenie wraz z komentarzem specjalisty po 14 dniach roboczych od 
wyznaczonego terminu ztozenia pracy. 



3.7. Repetytoria i egzamin 

Rejestracja na repetytoria i egzamin moze odbywac sie. takze drogg elektronicznq. W przypadku 
elektronicznej rejestracji na egzamin student otrzyma z Dziekanatu potwierdzenie rejestracji e- 
mailem. 

Pozostate elementy dotyczqce repetytoriow i egzaminow om6wione sq w „Przewodniku dla 
studentow studiow licencjackich - prowadzonych w trybie dziennym i wieczorowym". 



4. Zalecenia dydaktyczne - podstawowe wskazowki 

1. Nalezy dokiadnie zapoznac s\$ z materiaiami otrzymanymi na ptycie instruktazowej (pakiet 
startowy). 

2. Pamietaj, aby wczesniej przygotowac s\q do zaje,d (informacje w syllabusie). 

3. Odpowiednio wczesniej, kilka dni przed rozpoczeciem zaj^c sprawdz swoj sprzet. 

4. Nalezy bye gotowym przynajmniej 15 mlnut przed wyznaczonym w harmonogramie terminem 
rozpoczecia warsztatow (uruchomtf komputer, potqezyc siQ z Internetem i platform^ e- 
edusystems). 

5. Materia* jest bardzo skondensowany. Jesli nie mozesz nadazyd za tokiem rozumowania - nie 
zniechecaj siej Kazde zajecia mozesz sobie powtorzyc dowolng liczbQ razy, az do momentu 
ztozenia sprawdzianu w danej sesji warsztatowej. Pamietaj, ze gdy powtarzasz warsztaty, to w 
nich nie biora, juz udziatu prowadz^cy ani inni studenci. Masz takze dodatkowg mozlr 
powtorzenia warsztatow w ciggu dwoch tygodni przed kazdq sesja. egzaminacyjnq. 
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6. W „CzeJci A Prezentacja" na ekrante monitora zobaczysz osobe, prowadzqc^ zaj^cia. Skoncentruj 
siej (co jakis czas bqdq pojawiafy s\$ krotkie pytania dotyczqce wtesnie omowionego problemu - 
postaraj s\q na nie odpowiedziec). Prowadzqcy rejestruje Twojq aktywnosc na zajexiach! 

7. W „Czesci Bl" otrzymujesz dwie grupy zadan: obowigzkowe i dodatkowe. Na rozwi^zanie zadan i 
wystanie do prowadzqcego odpowiedzi masz 30 minut. Zalecane jest, aby rozwigzac wszystkie 
zadania obowi^zkowe. Jesli nie zdgzysz w tym czasie rozwi^zac zadan dodatkowych, mozesz to 
zrobic po zajeciach, a rozwi^zania wystac do prowadz^cego w ramach e-konsultacji. 

8. Pami^taj, w „Czq£c\ Bl. Praca wtasna" mozesz korzysta£ z czatu komunikujqc sie. z prowadz^cym. 
Dobrze wykorzystaj swoj czas. 

9. W czasie „Cz^sci Bl" nie powinienes kontaktowac s\q z kolegami. Nie przeszkadzaj im i szanuj ich 
czas. Na takq komunikacjejest przeznaczona 

„Cze.sc B2. Dyskusja w grupie". Ten czas mozesz wykorzystac na komunikacje^ z innyml 
studentami. Pamietaj, ze dyskusja powinna miec charakter merytoryczny! Nie trac czasu na 
rozmowy prywatne. Pamietaj, ten czas zabierasz innym! 

10. W „Cze.sci B3. Podsumowanie" otrzymasz od prowadz^cego wzorcowe rozwi^zanie zadan i 
problemow. 

11. Masz takze prawo do rejestracji na repetytorium prowadzone w formie tradycyjnej, tj. w 
Oddziaiach Dydaktycznych Uczelni (Warszawa, Krakow i Legnica). Repetytorium to powtorzenie, 
wraz z wykladowcg, najwazniejszych zagadnieri dotycz^cych danego modutu. Jest to dobra 
mozliwo££ uporzqdkowania sobie materiatu przed egzaminem oraz wyjasnienia w^tpliwosci. 
Zach^camy do korzystania z repetytoriow. Ich terminy znajduj^ na stronie internetowej. 
Repetytoria odbywaj^ sie. przed kazdq sesj^ egzaminacyjn^. 



INNE WAZNE INFORMACJE 

1. Podczas rejestracji na studia musisz podac doktedny adres korespondencji -materiaty do 
studiowania b^dziesz mogf otrzymywac pocztq. 

2. Poszczegolne zaj^cia warsztatbwe znajdujqce s\q na ptycie mozna uruchomic po raz pierwszy 
dopiero w terminach odbywania si^ zaje^c on-line (terminy okreslone w harmonogramach). 



5. Rozpocz^cie elektronicznych warsztatow on-line 

Elektroniczne warsztaty odbywaj^ sie. zgodnie z wczesniej ustalonym harmonogramem. 

Przypominamy, ze aby zagwarantowac sobie peten komfort podczas zaj^c, nalezy zalogowac sie. do 
systemu na co najmniej 15 minut przed ich rozpoczQciem. 

- uruchom komputer i pota^cz sie. z Internetem 

- wtoz ptytQ CD z warsztatami do nap^du /^^^ 

- jezeli program nie uruchomi sie. automatycznie, kliknij na plik „warsztaty" lub „warsmj^^e* r: 



znajdujgce sie^ na ptycie // JfA*" 
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- odpowiedz na pytania automatycznego programu sprawdzajqcego (szczegdiy w rozdziale 3.2. 
„Testowe uruchomienie warsztatow - krok po kroku") 

- w Wirtualnym Kampusie wybierz e-warsztaty 

- zaj^cia on-line uruchomisz wybierajijc ikone „e-warsztaty" 

Jesli na ekranie pojawii siq obraz kontrolny, oznacza to, ze student zalogowat s\q odpowiednio 
wczesnie. Nalezy teraz poczekac na automatyczne rozpocz^cie warsztatow. 



5-1. Spoznienie 

Jezeli na ekranie pojawi s\q ponizszy kornunikat, oznacza to, ze student nie zdqzyt siq zalogowac 
odpowiednio wczesnie i zostanie automatycznie skierowany do „poczekalni". 

Spozniona osoba powinna pozostac w „poczekalni" do przerwy, po kt6rej zostanie automatycznie 
wtgczona do dalszego ciggu zaj^c. Podczas zaj^c przewidziane sg dwie krotkie przerwy w ok. 10. i 20. 
minucie. JeSli student spozni s\q w\qcej niz 20 minut, po zalogowaniu na ekranie pojawi si$ 
kornunikat: 

Spoznienie na zaj^cia jest wi^ksze niz 20 minut. Mozesz skorzystac tylko z zaj^c powt6rkowych. 

Po zakoriczeniu „Czssci A" elektronicznych warsztatow spozniony student b^dzie mogl wzigc udziat w 
zaj^ciach powtorkowych. 

6. Elektroniczne warsztaty 

Elektroniczne warsztaty sg elementem catego procesu ksztatcenia, jaki zostat opisany szczegotowo w 
Poradniku. Kazdy z warsztatow sktada siQ z dwoch cz«*sci (prezentacji i pracy wtasnej), ktore 
przygotowane zostaty z wykorzystaniem platformy edukacyjnej. 

6.1. Cz^sc A. Prezentacja 

Interfejs naszej platformy zostat zaprojektowany tak, zeby byt przyjazny dla uzytkownika. Sktada s\q z 
trzech gt6wnych okien. 

W prawym oknie prezentowane sq: 

1 . filmy oraz trojwymiarowe animacje pomagajgce w zrozumieniu omawianych problemow, 

2. dwuwymiarowe animacje ilustrujgce omawiane wykresy oraz roznego rodzaju wyliczenia, 

3. przyktady praktycznych zastosowari, 

4. okno to pozwala takze na prezentacjq przyktadowego ekranu komputera i doktadne prze£ledzenie 
np. wyliczeri w Excelu. 

W czasie zaje^c studenta moze rozpraszac wieie rzeczy. E-edusystems zostat tak zaprojektow£rt^:aby 
zainteresowad studenta problematykcj prezentowang w czasie zaj^c oraz sktaniac go do koi|ce(rtracji 
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na omawianych problemach. DIatego wprowadzone zostaty m.in. krotkie pytania sprawdzaj^ce, 
dotycza.ce wtasnie przerobionego materiaiu. Student zaznacza poprawna^ odpowiedz i wysyta jg do 
wyktadowcy, ktory dzi^ki temu moze na biezqco sledzic post^py wszystkich studentow. 

W lewym oknie pojawiaja^ sie. gtowne zagadnienia omawiane w czasie zaj^c. Pomaga to studentom 
zapamietac nowe pojecia oraz utatwia im przyswojenie partii materiafu. 

Trzecie - dolne okno - jest wykorzy sty wane do prezentacji opcji specjalnych. Opcje te umoziiwiaja. 
studentom iatwy doste.p do: 



Syilabusa - w ktorym poza opisem kazdych zajqt studenci znajd$ takze informacje o tym, co 
powinni przeczytac przed kolejnymi zajeciamL Po wybraniu warsztatow w prawym oknie ukazujq 
sie. informacje dotyczgce tych zajec. 



Podr^cznika - opcja ta jest aktywna po zakoriczeniu pierwszej czqsci zaj^c, czyli po prezentacji 
multimedia Inej, szczegofowy opis obsiugi podr^cznika znajduje si?w4. rozdziale. 

Stownika - opcja zawiera alfabetyczny spis definicji i pojec, bardzo przydatny szczegolnie podczas 
pytari testowych. Aby znalezc definicji wybranego pojecia nalezy wybrac* pierwszg liters 
szukanego hasta, a nast^pnie postuguj^c sie. suwakiem odszukac wybrane poje^cie. Po klikni^ciu na 
guzik z wykrzyknikiem w prawym oknie ukaze sie. definicja. 

Kalkulatora - przydatnego szczegolnie podczas pytari sprawdzaja^cych. 

Powtorki - w niektorych modutach dost^pna jest mozliwoSc ponownego obejrzenia omawianych 
przyktadow i zadari. Opcj^ t§ mozna wykorzystac w czasie rozwi^zywania zadari, nie jest ona 
dost^pna tylko w czasie prezentacji multimedialnej. Aby obejrzec dany przykfad jeszcze raz, z 
lewego okna wybieramy odpowiednie warsztaty, a nast^pnie z prawego okna wybieramy 
przyktad. Przyktad be_dzie odtwarzany w oknie wideo. 

Czatu - szczegofowy opis tej opcji znajduje sie. w rozdziale 6.3. Czesc B2. „Dyskusja w grupie". 

Systemu poczty elektronicznej - siuz^cego m.in. do odsytania rozwigzanych zadari - szczeg6towy 
opis tej opcji znajduje sie. w rozdziale 6.2 Cz^sc Bl. „Praca wtasna; zadania i problemy do 
rozwiazania". 

Wirtualnego Kampusu - po zaj^ciach mozna powrocic do Wirtualnego Kampusu wybierajqc 
odpowiednia. ikone,. 
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6.2. Czqsc Bl. Praca wtasna; zadania i problemy do rozwiazania 

Po prezentacji w lewym oknie ekranu znajdzie sit* komunikat z linkiem do zadari, ktore nalezy rozwigzac w 
ci^gu 30 minut. Studenci otrzymujg zadania w formie plikow tekstowych bgdz arkuszy kalkulacyjnych. 

Plik, w ktorym znajdujg si^ zadania, nalezy zapisac na swoim komputerze i tam je rozwia^zywac. Pliki z 
zadaniami trzeba odestac pocztq elektroniczn^ b^dqc^ integralnym elementem platformy. Przed 
wystaniem plik z rozwi^zaniem nalezy zapami^tac: 

Po kliknl^ciu na ikon^ koperty wdolnym menu opcji dodatkowych, uruchomi si^ 
aplikacja poczty elektronicznej: 

Na ekranie pokaze slq jedno okienko, w ktorym nalezy wskazac sciezk^ dost^pu do pliku z zadaniem 
posiugujqc si^ przyciskiem #/ przeglgdaj". 



Kiedy plik znajdzie si^ w oknie, nalezy nacisna^c przycisk „OK", a nast^pnie „wy£lij". 



6.3. Czqsc B2. Dyskusja w grupie 

Po wysianiu zadania studenci maja^ 20 minut na dyskusja z kolegami. Do czatu wchodzimy takze z 
poziomu platformy, klikaj^c na ikon^ w dolnym menu. 

Czat jest to narz^dzie umozliwiaj^ce komunikacje pomi^dzy roznymi uzytkownikami. Komunikacja 
odbywa siQ w trybie tekstowym. Tekst wpisany przez jednego uzytkownika w okienku dialogowym 
widziany jest przez wszystkich uczestnikow czatu. 
Okno czat on-line przedstawione zostato na ponizszej ilustracji. 

Okno czatu podzielone jest na kilka cz^sci: 

■ W najwi^kszym oknie (znajdujqcym si^ z lewej strony ekranu) toczy si^ rozmowa. 

• Ponizej widac szerokie, biate okienko. W to miejsce mozna wpisac sw6j tekst. Po klikni^ciu na nie 
rnysza, mozesz rozpoczqc wpisywanie tekstu. Kiedy skoriczysz, naciSnij „ Enter". Wbwczas Twoj tekst 
pojawi s\q w gtownym oknie. 

• W^skie okno, po prawej stronie monitora, zawlera list<» os6b obecnych w tym pokoju. 



6.4. Cz^sc B3. Pod sumo wan ie 

Zaj^cia koriczy wykiadowca, podsumowujqc rozwiqzania, odpowiadaja_c na najcz^sciej zadawane pytania 
i rozsytajgc wszystkim studentom (takze nieobecnym) poprawne rozwiqzania zadari. Rozwia.zanie 
zostaje przestane na e-mailowe konto studenta (poczta dost^pna ze strony internetowej Uczelni). 

6.5. Zamkni^cie programu 

W kazdej chwili mozesz zakoriczyc prac^ platformy zamykaja^c program przez klikni^cie w ^yp^s,of v - v 
znajduj^cy si^ w prawym gornym rogu ekranu. ft \ V 
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6.6. Zajecia powtorkowe 

DIa osob, ktore nie mogiy uczestniczyc w zajeciach na zywo oraz dla osob, ktore chciatyby powtorzyc 
zajecia jeszcze raz, przygotowalismy wersje. powtorkowg. 

nL Za S^° V !' t6 ^ OWYCh WCh ° dZi Si? t3k ' j3k d ° Zaj?e na * ywo *W s * 2 'nternetem, uruchamiajgc z 
piyty Wrtualny Kampus, a nastepnie wybierajac odpowiednie warsztaty ze strony , e-warsztaty" DIa 
utatwienia warsztaty podzielone sa. na trzy ok. 10 minutowe fragmenty a b oraz c 



Pamietaj! Zajecia powt6rkowe udostepniane sa. dopiero po zajeciach na zywo. Uruchamiamy je, klika«c 
w wybrane przez siebie warsztaty. Zajecia te r6znia sie od wersji na zywo tym, ze nie uczestniczy w nich 
wyktadowca, nie mozna takze skontaktowad si? z innymi studentami na czacie 
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I. DESCRIPTION OF THE STUDY 

Wyzsza Szkota Zarzqdzania / The Polish Open University conducts vocational studies on six faculties: 

- Business management 

- Information management in business 

- Finance management 

- Finances and Information Systems in Business 

- Advertising and Marketing 

- Entrepreneurship and management 

Students commencing extramural studies in e-learning system may realize ail the programmes excluding 
the Faculty of Entrepreneurship and Management. After graduation they receive Bachelor diploma on the 
faculty of "management and marketing" within a specified major. 

Full-time students, day and evening study, after graduation from the first five faculties are entitled to 
receive a Bachelor diploma within the major of "management and marketing" along with the Bachelor of 
Art diploma (details can be found in "Guidebook on Bachelor Studies - conducted as day and evening 
study"). 

Study programmes and requirements are the same for all the students, notwithstanding the mode of 
studying. Students receive the same knowledge, are entitled to attend the same consultancies, prepare 
the same test work and take the same exams. 

1. Description of extramural studies (e-learning) 

To achieve the Bachelor diploma a student must complete all the vocational modules in a given 
programme of the study and achieve 300 points. 

Workshop classes on extramural studies (e-learning) are realized as distant learning using a specially 
designed, institution-specific electronic educational platform - e-edusystems, which has a patent 
protection. The classes are conducted through the Internet using a CD programme. 



In the system the basic tool of a student is a computer enabling: 
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• Internet connection and access to e-edu systems platform, 

• reading of didactic materials recorded on CDs (textbook, workshops), 

• sending and receiving electronic mails (e-mail), 

• solution of exercises and preparation of reports (projects, etc.)/ 

• meetings and discussions with teachers and other students. 

Please read the "Technical Instruction" before classes and carefully check your computer which will be 
used during classes. 

Remember! The University is not liable for the quality of your devices and connection you are using. 
2. General rules of studying 

The flexible system of studying offered by the University is based on the modular system of education. 
What is a module? 

A module is a course. Each level of studies consists of 8 modules. Within an international didactic package 
a student receives: a textbook and a syllabus; participates in workshops; in entitled to an unlimited 
number of hours of electronic consultations or traditional consultations with all the didactic and scientific 
employees of the University; to download an test work; to participate in review session before each 
examination session and to sit for an exam from a given course. 



Each student may adjust their mode of studying to own time, intellectual and financial possibilities. They 
may decide HOW MANY MODULES they want to study in a given session, however we recommend it no to 
be more than 2 modules. During one session a student must be enlisted for at least one module. They 
may study a maximum of three modules at one time. It is the student who decides on the length of they 
studies; the more modules in a session they complete the sooner they graduate from the studies. 

Students may within specific scope choose WHICH MODULES they will study in a given session. The 
programme of each level of studies contains a recommended sequence of taking particular modules, 
since some modules require earlier completion of others. However, if there are no such restrictions, a 



Free choice 



- that is currently needed at work, 



student in a given session may choose to study a module: 
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- the time of classes of which is most convenient, 

- easier (e.g. related to their work topically) if they wish to simultaneously study two modules and want to 
devote more time for studying of the other module. 

Regularity and self-discipline 

Such a system of education guarantees great flexibility to a student but requires regularity and self- 
discipline. It is recommended for a student to devote at least 130 hours of own work to studying of each 
module. 



3. Study Process 

The study process is as follows: 

SELECTION OF A MODULE/REGISTRATION 
TEXTBOOK AND WORKSHOPS ON A CD 
SYLLABUS 
ON-LINE WORKSHOPS 
E-CONSULTATIONS 

TEST WORKS 
REVIEW SESSIONS 
WRITTEN EXAMINATION 



3.1. Registration 
First Registration 

First registration should be done personally by a student by coming to one of the Divisions of the 
University (Warsaw, Cracow, Legnica). During the registration a student enrols into a selected faculty 
(study programme) and chooses the first module from which he/she will commence studying (detailed 
information concerning all the faculties and terms of particular classes can found in the Internet). 

A basic condition to be enrolled in WSZ/POU is possession of a maturity certificate. New students are 
enrolled during the first registration, having submitted a set of documents: 

application for a study, if/'Ay p -A 

an original and copy of a maturity certificate, |; j ^ cA * i 
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• medical certificate / 

• 4 photographs, 

• confirmation of the payment of registration fee and module fee (with a copy), 

• military service book (for presentation). 

Fees 

Registration fee amounts to 550 PLN. The price of one vocational module is 630 PLN. The whole study 
programme consists of 20 vocational modules and 4 English modules. 

Note: registration for subsequent modules may be conducted electronically! 

In such a case a student will receive a confirmation of registration (e-mail) after crediting of the University 
account. Materials needed for the study will be sent to the student with registered mail and the 
information of dispatch will be delivered by e-mail. 

University account: 

Wyzsza Szkoia Zarzqdzania 

02-672 Warszawa, 

ul. Domaniewska 37A 

Bank PKO S.A. II Branch in Warsaw, 

No. 12401024-21024867-2700-401112-001 

When to register? 

An academic year in WSZ/POU lasts from 1 September 
to 30 June. It consists of four two-month workshop 
sessions and two examination sessions. The study may 
be commenced with the beginning of each workshop 
session. 

/image/ 
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Registration of students for most workshop classes takes place four times a year. Beginning of registration 



• winter and summer session begins a month prior to opening of workshop sessions, 

• fall session - on the turn of May and June, 

• spring session - in December and January. 

Which module for a start? 

It is recommended to commence the studies with the module of Economics, People and Corporations, 
Analytical Techniques in Business and Financial Analysis*. 

• Financial Analysis is a double module and is realized within two workshop sessions. It is recommended 
thus to commence this module on 7 September or 7 February, so that after its completion it was possible 
to take the examination. 

In the first session no more than two modules should be studied at the same time since a student may 
have difficulties with proper mastering of the material. 

How to choose classes? 

Each module/course may be studied during the two-month session choosing terms of classes according to 
one's time possibilities - interactive workshops take place in a term specified in the SESSION SCHEDULE. 
The Time Schedule is available in the Internet. 

What you get on registration 

On registration for a given module you receive: 
1. a CD containing: 

• programme of electronic workshops, 

a textbook for a given lecture, 

classes syllabus (to be printed) with information what material should be prepared before the 
classes; we remind that persons who do not get prepared for the classes may have difficulties with 
catching up with the presentation of the material, 



for: 



2. If you register for e-learning classes for the first time you will additionally get: 
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a CD with the so called start-up package containing a "Guidebook on Bachelor studies" 
mstruction film and other detailed information concerning the studies, 

• student password necessary to log in the system. The student use the password to enter the 
official website and/or run workshop classes during the whoie period of studies, to a„ the modules 
(details concerning password activity are given in chapter 6.6 "E.ectronic workshops - review 
classes"). 



Note: 



If a student forgets or loses the password they must immediate.y notify the University of that fact ,n such 
a case the student's account w,N be blocked and they will be given a new password. A new password wi.l 
be run latest within 14 days of a written notification. A student has a right to get a new password twice 
for no charge. 

If the other materials for classes are lost or damaged the student will be charged with the amount of 15% 
of the module fee. After receipt of the payment the materials wi.l be sent to the student with registered 
mail and the information of dispatch will be delivered by e-mail. 

3.2. A CD with a textbook and workshops 

A student receives a CD containing a Multimedia Textbook and a programme enabling participation in 
Electronic Workshops. The textbook may be used whi.e being off-.ine (with no connection with the 
internet, or on-.ine. Each student may print who.e or part of the textbook. Details concerning usage of the 
disk can be found in Technical Instruction (see chapter 4.). 



3.3. SYLLABUS 



: contains 



A Syllabus contains mainly information on how to prepare to the classes. Moreover, the syllabus c 
a description of particular classes and a list of additional literature. These materials are very helpful during 
wnting the test work and while preparing to the fina. examination. The Syllabus may be accessed from a 
CD or from a platform. 



Why should we use the textbook before classes? 

We remind that one of the conditions of efficient usage of time of workshop classes is earlier preparation 
to .t. The syllabus that can be found on a CD contains a detailed list 
should be read for subsequent classes. 



list of chapters of V^^^^h^t 

Hi i M 
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Unprepared persons may have problems with following up the presentation of the material and track of 
the lecturer and with the answers to short checking questions during the classes. They may also 
encounter difficulties when solving exercises during group work. 



3.4. On-line workshops 

Students take part in electronic workshops thanks to e-edusystems educational platform. Platform 
elements located in the CD enable participation in the classes sent through the Internet. Students connect 
to the platform in a predetermined time using the CD which needs to be in the CD-ROM drive during the 
whole time of classes (detailed description in Technical Instruction). In order to connect to the system a 
student must enter the PASSWORD which he received during registration. 

E-edusystems platform enables fast access to the syllabus, textbook, dictionary of key terms and standard 
applications as Word and Excel. 

In some workshops in part "Bl - own work", students have access to "PLAY" option thanks to which they 
can see selected parts of the presentation which are helpful by solving exercises. 



Electronic workshops - live classes 

Taking part in electronic workshops in real time students may communicate with each other. Such classes 
on one hand mobilize students to work and focus, and on the other they enable contact with the lecturer 
in case of any problems with exercises. 



Electronic workshops - review classes 

Persons who have not participated in live classes or those who wish to revise the material may do so 
individually on review classes. To run review classes a student must connect with e-edusystems platform 
through the Internet when there are no classes using their PASSWORD. Next, they select classes they wish 
to revise. In review version students have access to the first part of the classes only (Part A, Presentation 
and discussion of problems, examples, explanations). 

Workshop classes may be revised till delivery of the test work in a given workshop session. Students lose 
access to the platform since their passwords become inactive. A password is reactivated for two weeks 
before each examination session and enables access to all the classes students wish to revise. 

Remember! The multimedia textbook on the CD may be used at any time - it may b^^^^thpu^a^ 
platform directly from the CD (detailed description in Technical Instruction). fl^fS £ 'A 3 

//■oo <o 9 \ \\ 

I ^> ^? j " 
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Electronic workshops - what do they consist of? 

A module studied In this system consists of nine two-hour workshop sessions terms of which are specified 
in the class schedule. 

Each workshop classes consist of two parts: presentation and own work part. 

Elements of worksho ps classes Time in ^n,,^ 

Part A. Presentation 3Q 
Part Bl. Own work 3Q 
Part B2. Group discussion 20 
Part B3. Summary 1Q 
Part B4. Discussion - continued 30 

Part A. Presentation and discussion of problems, examp.es and exp.anations - this part has a form of an 
■nteractive multimedia presentation during which a lecturer presents most important notions and 
d.scusses them on practical examp.es. ,n this part students a.so get short checking questions as a test. 

A detailed description of the options available during that time and techniques used can be found in the 
Technical Instruction. 

Part Bl. Own work - at the end of part one students get two types of exercises: obligatory and additional 
At that time students may get help from the lecturer through a chat available from the level of the 
Platform (see: Technical Instruction), however they may not ask questions to other students not to 
disturb them at work. 

Part 82. Group discussion - after 30 minutes the lecturer should get the section to obligatory exercises 
Students who do not manage to send the answers to additional exercises may send them to the lecturer 
within e-consultations. 

After sending of the solutions students have 20 minutes for consultations with their colleagues, they may 
compare their solutions with others, discuss and exchange views. During that time the .ecturer checks 
received solutions and does not participate in the chat discussion. 

Part B3. Summary - classes are ended by the lecturer by summarising solutions, giving most substantial 
notes and sending correct solutions to exercises by e-mail to al. the students in a given module (also to 
the students absent during the workshop). 
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Part B4. Discussion - continued - for the next 30 minutes the chat is active for students for further 
discussion on the problems discussed during the workshops; in this part the lecturer is only an observer. 

3.5. E-consultations and consultations 

If there are any difficulties with preparation of the test work or other questions students may use e- 
consultations system or turn directly for help to each specialist at the University, even to those who were 
not their lecturers (in all the University divisions). Through e-consultations additional information on e- 
learning system may be obtained. 

Schedule of consultations can be found on the University website. 
How to use e-consultations? 

E-consultations can be found on the website. The website contains also a detailed instruction for usage of 
consultations. 

If you have any difficulties or doubts - do not hesitate and ask! "e-consultations" system was established 
for your comfort. 

You may ask so many questions as you wish, however each question should concern only one notion (a 
specific problem). Questions must be short, clear and comprehensible - the quality and quickness of the 
answer depends on that. 

You will get a reply within 48 hours (in special cases, e.g. specialist's illness, response time may prolong up 
to 72 hours maximum). 

Besides the possibility of communicating thorough the Internet with our specialists we also give access for 
our students to a professional mailing programme - GroupWise by Novell (mailbox capacity 10 MB). 
Mailing programme is serviced by the website so it does not require any complicated configuration. Each 
newly registered student receives and individual account enabling him to use the services - details 
concerning the identifier and password can be found on the University website (e-consuitations). 

3.6. Test work 

A student is allowed to take a written examination when they have received a passing grade from the 
coursework which they must deliver to the Dean's office within specified period of time. Qualification of a 
student for an examination is preceded with gaining a result on the level of at least 40 points from the 
test work. The University applies a grading system of 0 to 100 points. 
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How to get a test work? 

The test work will appear on the website just after the first classes. Preparation of the test work requires 
conduction of individual research and analyses for a specific problem presented in the test work. 
Remember of the recommended volume of the test work. 

How, where and when should the test work be delivered? 

The test work may be delivered to the Dean's office personally, send with registered mail or by e-mail to 
sprawdzianOwsz-pou.edu.pL In the latter case a student must receive a confirmation of receipt of the 
test work from the Dean's office, also by e-mail. Lack of confirmation during one business day means that 
the Dean's office has not received the test work. A student who has not received any confirmation of the 
test work receipt from the Dean's office is treated as a person who has not delivered the test work. 
Coursework submitted after specified time limit is not subject to checking which means a student is not 
allowed to sit for the examination. 

Students who have submitted the test work within the prescribed time should receive, electronically, 
information on the grade with a comment of a specialist after 14 business days of the specified term for 
submission of the work. 

3.7. Review sessions and examination 

Registration for review sessions and an exam may be performed electronically. If students register for an 
exam electronically they will receive a registration confirmation by e-mail from the Dean's office. 

Other elements concerning review sessions and exams are described in the "Guidebook for Bachelor 
students - full time day and evening studies". 

4. Didactic recommendations - basic guidelines 

1. Please read carefully the materials received on the instruction CD (Start-up package). 

2. Remember to prepare yourself for the classes (information ion the syllabus). 

3. Earlier, for a few days before the session, check your equipment. 

4. You should be ready for at least fifteen minutes before the anticipated hour of workshj^s^^ft^?^ 
computer, connect with the Internet and e-edusystems platform). ff^/}^ t C< \ 
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5. The material is very condensed. If you cannot follow the track - do not get discouraged! Each classes 
may be revised as many time as you wish till the test work is submitted in a given workshop session. 
Remember that when you revise workshops there are no students and teachers taking part in it. You 
can also additionally revise workshops within two weeks before each examination session. 

6. In "Part A Presentation" you will see the lecturer on the screen. Concentrate! (short questions will 
appear sometime concerning the recently discussed problem - try to give an answer). The lecturer 
records your activity during the classes! 

7. In "Part Bl" you get two groups of exercises: obligatory and additional. You have 30 minutes for 
solving and sending the solutions to the lecturer. It is recommended to solve all the obligatory 
exercises. If you do not manage to solve additional exercises during that time you can do it after 
classes and send the solutions to the lecturer during e-consultations. 

8. Remember, in "Part Bl Own work" you may use the chat to communicate with the lecturer. Manage 
your time well. 

9. During "Part Bl" you should not contact your colleagues. Do not disturb them and respect their time. 
"Part B2. Group work" is devoted for such communication. This is the time which you can use for 
communication with other students. Remember that the discussion should be topic-related. Do not 
waste your time for private talks. Remember that you take that time from the others! 

10. In "Part B3. Summary" you will receive a proper solution of exercises and problems from the lecturer. 

1 1 . You may also register for review session conducted in a traditional way, i.e. in Didactic Divisions of the 
University (Warsaw, Cracow, Legnica). Review session is a review, with the lecturer, of key notions 
concerning a given module. This great opportunity to put your material in order before the exam and 
explain any doubts. We encourage you to take part in review sessions. The dates of review sessions 
may be found on the website. Review sessions take place before each examination session. 

OTHER IMPORTANT INFORMATION 

1. On registration to the study you must give your exact mailing address - studying materials can be sent 
by traditional mail. 



2. Particular workshop classes contained on the CD may be run for the first time on dates 
classes (dates given in the schedule). 
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6. Electronic workshops 

Electronic workshops are the element of the whole process of education that was described in the 
Guidebook. Each workshop consist of two parts (presentation and own work), which were prepared using 
the educational platform. 

6.1. Part A. Presentation 

The interface of our platform was designed to be user-friendly. It consists of three main windows. 
The right window presents: 

1 . films and 3D animations helping to understand discussed problems, 

2. 2D animations illustrating discussed graphs and various calculations, 

3. examples of practical applications, 

4. the window enables also presentation of an exemplary computer screen and careful examination of 
e.g. calculations in Excel. 

During classes the student may get disturbed by many things. E-edusystems was designed to attract 
student's interest to the problems presented during the classes and encourage them to focus on the 
discussed problems. Therefore we introduced changes, e.g. short checking questions relating to the 
discussed material. A student marks proper answer and sends it to the lecturer who may instantly study 
progress of all the students. 

In the left window problems discussed during the classes appear. It helps students remember new 
notions and facilitates to master the material. 

The third bottom window - is used for presentation of special options. These options give students easy 
access to: 

■ The Syllabus - where apart from the description of the classes students can also find 
information on what should be read before the next classes. After section of workshops in the 
right window there is information concerning the classes. 
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■ Textbook - this option is active after completion of first part of the classes i.e. after multimedia 
presentation, detailed description of the textbook handling can be found in chapter 4. 

/image/ 

■ Dictionary - the option contains an alphabetical list of definitions and notions, very helpful 
during checking questions. To find a definition of a selected notion please select a first letter of 
the phrase and then using the zipper find the notion you are searching for. Clicking the 
exclamation button the definition will appear in the right window. 

/image/ 

■ Calculator - helpful especially during checking questions. 

/image/ 

■ Review - in some modules there is a possibility of reviewing of discussed examples and 
exercises. The option may be used during solving of exercises. It is unavailable during 
multimedia presentation. To see a given example once more, in the left window we chose 
relevant workshops and then we select the example in the right window. The example will be 
played in the video window. 

/image/ 

■ Chat - detailed description can be found in chapter 6.3. Part B2. "Group discussion 1 ' 

/image/ 

■ System of electronic mail - for e.g. sending solutions of exercises - detailed description can be 
found in chapter 6.2. Part Bl. "Own work; exercises and problems to solve". 

/image/ 

■ Virtual Campus - after classes you may return to the Virtual Campus selecting a relevant icon. 

/image/ 

6.2. Part Bl. Own work; exercises and problems to solve 

After presentation in the left window there will a message appear with a link to exercises which should be 
solved within 30 minutes. Students get exercises in the form of text files or worksheets. 

A file containing exercises must be saved on own computer and solve the task there. Files with exercises 
must be returned by electronic mail, being an integral element of the platform. Before sending the file 
with solutions should be saved: 



/image/ 
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Clicking on the envelope icon the application of the electronic mail will run in the bottom menu of 
additional options. 

/image/ 

A window will appear on the screen where the access path to the file with solutions should be 
indicated using the "search" button. 

/image/ 

When the file is in the window press OK and "send". 
63. Part B2. Group discussion 

After sending of the exercise students have 20 minutes for discussion with colleagues. Chat is also 
accessible from platform level clicking on the icon in the bottom menu. 

/image/ 

Chat is a too! enabling communication between various users. Communication has a form of a text. 
Text entered by one user in a dialogue window is visible by all the chat users. 

Chat on-line window was presented in the below illustration. 

/image/ 

Chat window is divided into several parts: 

• In the largest window (on the left side of the screen) a discussion takes place. 

• Below a wide white window is visible. You can enter text here. Clicking it with a mouse you may start 
entering your text. When you finish press "Enter". Then your text will appear in the main window. 

• A narrow window, on the right side of the screen, contains a list of person present in the room. 

6.4. Part B3. Summary 

Classes are ended by the lecturer, summarizing the solutions, answering the most frequently asked 
questions and sending proper solutions of the exercises to all the students (also those absent). A 
solution is sent to the e-mail account of a student (mailbox accessible from the website of the 
University). 
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6.5. Clo*l»«B *>' * he programme 

You m.iy mid the running of the platform at any time by closing of the programme by clicking „x" 
lu( n\p\i In the right-hand upper corner of the screen. 

/image/ 

6.6. Review classes 

For persons who could not participate in the classes live and for persons who wish to revise the classes 
once again, we have prepared a review version. 

Review classes are accessed as live classes by connecting with the Internet, running Virtual Campus 
from the CD and selecting relevant workshops from "e-workshops" page. To make it easier workshops 
are divided into three ca. 10-minute fragments: a, b and c. 

/image/ 

Remember! Review classes are available after the live classes. We run them by clicking on the selected 
workshops. These classes differ from the live classes in such a way that a lecturer does not participate in 
them and you cannot contact other students on a chat. 



